
Amendment No. 5 
to 

Agreement No. 9100 NG150000025 
for 

Social Services 
between 

EASTER SEALS -CENTRAL TEXAS, INC. 
and the 

CITY OF AUSTIN 

(Social Services) 

1.0 The City of Austin and the Grantee hereby agree to the Agreement revisions listed below. 

2.0 The total amount for this Amendment to the Agreement is Three Hundred Seventy One 
Thousand Five Hundred Nine dollars ($371,509). The total Agreement amount is recapped 
below: 

Agreement Total 
Term Change Agreement 

Amount Amount 

Basic Term: (Sept. 1, 2015 - Sept. 30, 2018) n/a $ 1,002,735 

Amendment No.1: Add funds to Agreement and $60,162 $ 1,062,897 modify Exhibits 
Amendment No.2: Add funds to Agreement and 

$16,298 $1,079,195 modify Exhibits 
Amendment No.3: Add funds to Agreement and 

$9,061 $1,088,256 modify Exhibits 
Amendment No. 4: Exercise Extension Option #1 

$371,509 $1,459,765 (Oct. 1 , 2018 - Sept. 30, 20 19) 

Amendment No.5: Exercise Extension Option #2 
$371,509 $1,831,274 (Oct. 1, 2019 -Sept. 30, 2020) 

3.0 The following changes have been made to the original Agreement EXHIBITS: 

Exhibit A.2 - Program Performance Measures is deleted in its entirety and replaced with a 
new Exhibit A.2 -- Program Performance Measures. (Revised 51712019) 

Exhibit 8.1 - Program Budget and Narrative is deleted in its entirety and replaced with a new 
Exhibit 8.1 - Program Budget and Narrative. {Revised 51712019) 

4.0 The following Terms and Conditions have been MODIF.IED: 
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4.1.2.3 For the Program Period of 101112019 through 913012020, the payment from the City to the 
Grantee shall not exceed $371,509 (Three Hundred Seventy One Thousand Five Hundred Nine 
dollars). 

5.0 MBEIWBE goals were not established for thlf Agreement. 

6.0 Based on the criteria in the City of Austin Living Wage Resolution #020509-91, the Living 
Wage requirement does not apply to this Agreement. 

7.0 By signing this Amendment, the Grantee certifies that the Grantee and its principals are 
not currently suspended or debarred from doing business with the Federal Government, 
as indicated by the Exclusion records found at SAM.gov, the State of Texas, or the City of 
Austin. 

8.0 All other Agreement terms and conditions remain the same. 

BY THE SIGNATURES affixed below, this Amendment is hereby incorporated into and made a part of 
the above-referenced Agreement. 

GRANTEE 

Signature: ~ 

EASTER SEALS -CENTRAL TEXAS, INC. 
Tod Marvin, President & CEO 
8505 Cross Park Drive, Suite 120 
Austin, TX 78754 

Date: __ 8/14/2019 ______ _ 

Social Services Agreement Amendment 

CITY OF AUSTIN 

Signature: 

~~ ciOUStifl 
Purchasing Office 
PO Box 1088 
Austin, TX 78767 

oate: __ ~_9,~,..0_P_+.~o-y.....;r1~----
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Easter Seals- Ce11tral Texas, l11c. 

Program Perforntance Measures 
Co11tract Start 

9/1/2015 

OP Outpllt Meas11re 
# Description 

Co11tract Eud 
9/30/2020 

Period Performallce Start 
I 10/1/2019 

Outputs 

1 Total Number of Unduplicated Clients Served 

Social Services 

Period Performallce E11d 
9/30/2020 

Period Goal 
Cit)' Otlter Total 

877 1917 2794 

Created: Sfl/2019 2:56:48 PM Last Modified, If Applicable: Sfl/2019 2.57:00 PM -Exhibit A.2 Program Performance Measures Pagel of2 



Easter Seals - Ce11tral Texas, Inc. 

Progra111 PerJor111ance Measures 
Cm1truct Start 

9/1/2015 
Contract End 
9/30/2020 

Period Perjorma11ce Start 
10/1/2019 

Outcomes 
OC 011tcome Meas11re 
Item Descriptio11 

1 Num Number of households at risk of homelessness that maintain housing 

1 Den Number of households receiving assistance 

1 Rate Percent of households at risk of homeless ness that maintain housing 

2 Num Number of individuals increasing employment income 

2 Den Number of individuals exiting the program 

2 Rate Percent of individuals increasing employment income 

3 Num Number of individuals making progress on their treatment plan goal(s) 

3 Den Number of individuals evaluated for progress on treatment plan goals(s) 

3 Rate Percent of individuals making progress toward their treatment plan goals 

4 Num Number of individuals demonstrating improved life skill(s) 

4 Den Number of individuals participating in the activity 

4 Rate Percent of individuals who demonstrate improved life skills 

Social Services 

Period Perjorma11ce £11d 
9/30/2020 

Total 
Program 

Goal 

77 

85 

90.59 

180 

225 

80 

1223 

1380 

88.62 

138 

166 

83.13 

Created: 5n/2019 2 56 48 PM Last Modified, If Applicable+ 51712019 2:57:00 PM 
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Easter Seals- Ce11tral Texas. l11c. 

Program Budget and Narrative 
I 

Salary plus Benefits 

General Operations Expenses 

Program Subgrantees 

Sta.ffTra,·e/ 

Conferenc~s 

Operutio11s SuhTotul 

Food and Be,·eragesfor Clients 

Financial Direct Assistance to Clients 

Other Assistance 

Other Assistance Amount 

Direct Assistanu Sub T ntul 

Capital Outlay Amount 

Ttlfal 

City Share 

$352,934.00 

$18,575.00 
$0.00 
$0.00 
$0.00 

$18,575.00 

$0.00 
$0.00 

Please Specil'y 

$0.00 

$0.00 

$0.00 

$371,509.00 

Detailed Budget Narrative 

Salaries plu.'i Bellefits 

Other 

$808,747.00 

$0.00 
$0.00 
$0.00 
$0.00 

$IUD 

$0.00 
$0,00 

Please Specil'y 

$0 00 

$0.00 

$0.00 

$808,747.00 

Social Service.'i 

Program Start I 011/20 I 9 
Program End 9130/2020 

Total 

$1,161,681.00 

$18,575.00 
$0.00 
$0.00 
$0.00 

$18,575.00 

$0.00 
$0,00 

Please Specil'y 

$0.00 

$0.00 

$0.00 

$1 '180,256.00 

Salaries, benefits and employment ta:usfor staff working on the program 

Ge11erul Op Expe11ses 

Audit expenses, trash removal, pest control, copier 
sen·ices, utilities, phone system, postage, accounting 
s~n·ices 

Pro~ram S11hJ;:rutrtees 

Nl.f 

Stuff Trm•el 

NIA 

Cmrfereucc.~ 

NIA 

Footl aud Bevera~:e 
NIA 

Fillalfcial Assistu11ce 
NIA 

Other Assistuuce 

NIA 

Capital Outlay 

Created 51712019 2.55:26 PM 

Exhibit B.J -Program Budget a11d Narrative 

Last /lfodijied, If Applicable 517/2019 2:55:00 PM 
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Ea.\·ter Seals- Ce11tral Te.Ya.«./llc. 

Program Budget and Narrative 
I 

/VIA 

Created 517120/9 2:55.26 PM 

Exhibit B. I - Program Budget atrd Narrative 

Social Services 

Last Modified. If Applicable 517!2019 2:55.:00 PM 
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Amendment No. 4 
to 

Agreement No. NG150000025 
- for · 

Social Services 
between 

EASTER SEALS- CENTRAL TEXAS, INC. 
and the 

CITY OF AUSTIN 

1.0 The City of Austin and the Grantee hereby agree to the Agreement revisions listed below. 

2.0 The total amount for this Amendment to the Agreement is Three Hundred Seventy One 
Thousand Five Hundred Nine dollars ($371 ,509). The total Agreement amount is recapped 
below: 

Agreement Total 
Term Change Agreement 

Amount Amount 

Basic Term: (Sept. 1, 2015- Sept. 30, 2018) n/a _$1,002,735 

Amendment No. 1: Add funds to Agreement and 
$60,162 $1,062,897 modify Exhibits 

Amendment No. 2: Add funds to Agreement and 
$ 16,298 $ 1 ,079,195 

modify Exhibits 
Amendment No. 3: Add funds to Agreement and 

$9,061 $1,088,256 
modify Exhibits 

Amendment No.4: Exercise Extension Option #1 
$371,509 $1,459,765 (Oct. 1, 2018- Sept. 30, 2019) 

3.0 The following changes have been made to the original Agreement EXHIBITS: 

Exhibit A.2 •• Program Performance Measures is deleted in its entirety and replaced with a 
new Exhibit A.2 •• Program Performance Measures. (Revised 611212018] 

Exhibit B.1 - Program Budget and Narrative is deleted in its entirety and replaced with a new 
Exhibit B.1 - Program Budget and Narrative. [Revised 611512018] 

4.0 The following Terms and Conditions have been MODIFIED: 

4.1.2.3 For the Program Period of 101112018 through 913012019, the payment from the City to the 
Grantee shall not exceed $371,509 (Three Hundred Seventy One Thousand Five Hundred Nine 
dollars). 
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6.0 MBEIWBE goals were not established for this Agreement. 

6.0 Based on the criteria In the City of Austin Living Wage Resolution #020509-91, the Living 
Wage requirement does not apply to this Agreement. 

7.0 By signing this Amendment, the Grantee certifies that the Grantee and Its principals are 
not currently suspended or debarred from doing business with the Federal Government, 
as Indicated by the Exclusion records found at SAM.gov, the State of Texas, or the City of 
Austin. 

8.0 All other Agreement terms and conditions remain the same. 

BY THE SIGNATURES affixed below, this Amendment Is hereby incorporated Into and made a part of 
the above-referenced Agreement 

GRANTEE 

Signature: 

t; /~ 
EASTER~EALS- CENTRAL TEXAS, INC. 
Tod MatVin, President & CEO 
850'5"'cross Park Drive, Suite 120 
Austin, TX 78754 

Date: -1 /Jle / /( 
I 

Social Services Agreement Amendment 

CITY OF AUSTIN 

Signature: 

AUStin 
;?_{~ 

rchaslng Office 
PO Box 1088 
Austin, TX 78767 

Date: t:!77 j; d~ 
I I 
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Easter Seals- Central Texas, Inc. 

Program Performance Measures 

OP 
# 

Contract Start 
9/1/2015 

Outpllt Measure 
Descrlptio11 

Contract E11d 
9/30/2019 

Period Performance Start 
10/1/2018 

Outputs 

1 Total Number of Unduplicated Clients Served 

Social Services 

Period Perjornra11ce E1rd 
9/30/2019 

Period Goal 
City Otlrer 

877 1917 

Total 

2794 

Creaud: 611212018 2:52:43 PM Last Modljinl, /f Applicable: 6/1212018 2:58:00 PM 
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Easter Seals- Central Texas, Inc. 

Program Perjor11zance Measures 
Contract Start 

9/1/2015 
Contract End 

9/30/2019 
Period Perjorma11ce Start 

10/1/2018 

Olltcomes 
OC Outcome Measure 

. Item Descriptio11 

1 Num Number of households at risk of homelessness that maintain housing 

1 Den Number of households receiving assistance 

1 Rate Percent of households at risk of homelessness that maintain housing 

2 Num Number of individuals increasing employment income 

2 Den Number of individuals exiting the program 

2 Rate Percent of individuals increasing employment income 

3 Num Number of individuals making progress on their treatment plan goal(s) 

3 Den Number of individuals evaluated for progress on treatment plan goals(s) 

3 Rate Percent of individuals making progress toward their treatment plan goals 

4 Num Number of individuals demonstrating improved life skill(s) 

4 Den Number of individuals participating in the activity 

4 Rate Percent of individuals who demonstrate improved life skills 

Social Services 

Period Performance End 
9/30/2019 

Total 
Program 

Goal 

77 

as 
90.59 

180 

225 

80 

1223 

1380 

88.62 

138 

166 

83.13 

Cret~ttd: 6/1212018 2:52:43 PM Last Modified, If Appfict~ble: 6/1212018 2 58:00 PM - =-------~------------~----~ Exhibit A.2 Program Perjorma11ce Measures Page2of2 



Easter Seals- Ce11tral Texas, Inc. 

Program Budget and Narrative 

General Operations Expenses 
Program Subgrantees 
StajJTra1·el 
Conferences 

Operatio11s SubTotal 

Food and Bel'erages for Clients 
Financial Direct Assistance to Clients 

Other Assistance 

Other Assistance Amount 

Direct Assistance SubTotal 

Copital Out/a)' Amount 

Total 

City Share 

$352,934.00 

$18,575.00 
$0.00 
$0.00 
$0.00 

$18,575.00 

$0.00 
$0.00 

Please Spedfy 

$0.00 

$0.00 

$0.00 

$371,509.00 

Detailed Budget Narrative 

Salaries plus Be11ejits 

Other 

$808,747.00 

$0.00 
$0.00 
$0.00 
$0.00 

$0.00 

$0,00 
$0.00 

Please Spedfy 

$0.00 

$0.00 

$0.00 

$808,747.00 

Social Services 

.Program Start /0!112018 

Program End 9130/2019 

Total 

$1,161,681.00 

$18,575.00 
$0.00 
$0.00 
$0.00 

$18,575.00 

$0.00 
$0.00 

Please Specify 

$0.00 

$0.00 

$0.00 

$1,180,256.00 

Salaries, benefits and employment taxes for stoff worki'!g on the program 

General Op E:rpenses 

Audit expenses, trash remo1•al, pest control, copier 
sen~ices. utilltres. phone system. postage. accounting 
sen~ices 

Program Subgrantees 

NIA 

Staff Travel 

NIA 

Conferences 

Nl.l 

Food and Bel•eruge 

NIA 

Fil1anciul As.~istunce 

NIA 

Other Assista11ce 
NIA. 

Capital Outlay 

Created 61/11]0/8 3:01 :02 PM 

Exhibit B.l -Program Budget a11d Narrative 

Last Modified, If Applicable 6/151201 B 7~47:00 AM 
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Easter Seals- Ce11tral Texas, /uc. Social Services 

Program Budget and Narrative 

NIA 

Cre11tt:d 6!12/2()J8 3:01:02 PM Lllst Modified, If Applit:llble 611512018 7:47;00 AM 
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Amendment No.3 
to 

Agreement No. NG150000025 
for 

Social Services 
between 

EASTER SEALS .. CENTRAL TEXAS, INC. 
and the 

CITY OF AUSTIN 

1.0 The City of Austin and the Grantee hereby agree to the Agreement revisions listed below. 

2.0 The total amount for this Amendment to the Agreement is Nine Thousand and Sixty One 
dollars ($9,061). The total Agreement amount is recapped below: 

Agreement 
Total Agreement 

Term Change 
Amount 

Amount 

Basic Term: (Sept. 1, 2015- Sept. 30, 2018) n/a $1,002,735 

Amendment No. 1: Add funds to Agreement 
$60,162 $1,062,897 and modify Exhibits 

Amendment No.2: Add funds to Agreement 
$ 16,298 $1,079,195 and modify Exhibits 

·Amendment No.3: Add funds to Agreement 
$ 9,061 $1,088,256 

and modifv Exhibits 

3.0 The following changes have been made to the original Agreement EXHIBITS: 

Exhibit A.2 -- Program Performance Measures is deleted in its entirety and replaced with a 
new Exhibit A.2 -- Program Performance Measures. [Revised 112312018] 

Exhibit B.1 -- Program Budget and Narrative is deleted in its entirety and replaced with a new 
Exhibit B.1 -- Program Budget and Narrative. [Revised 113012018] 

4.0 The following Terms and Conditions have been MODIFIED: 

Section 4.1 Agreement Amount. The Grantee acknowledges and agrees that, notwithstanding 
any other provision of this Agreement, the maximum amount payable by the City under this 
Agreement for the initial 37 month term shall not exceed the amount approved by City Council, 
which is $1,088,256 (One Million Eighty Eight Thousand Two Hundred Fifty Six dollars), and 
$371,509 (Three Hundred Seventy One Thousand Five Hundred Nine dollars) per 12 month 
extension option, for a total Agreement amount of $2,202,783. Continuation of the Agreement 
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beyond the initial 37 months Is specifically contingent upon the availability and allocation of 
funding, and authorization by City CouncU. 

4.1.2.3 For the Program Period of 10/1.12017through 913012018, the payment from the City to the 
Grantee shaD not exceed $371,509 (Thme Hundred Seventy One Thousand Five Hundred Nine 
dollars). 

5.0 MBEJWBE goals were not established for this Agreement 

6.0 Based on the criteria in the City of Austin LMng wage Resolution #020509-91, the Uving 
Wage requirement does not apply to this Agreement 

7.0 By signing this Amendment, the Grantee certifies that the Grantee and its principals are 
not currently suspended or debarred from doing business with the Federal Government, 
as Indicated by the Exclusion records found at SAM.gov, the State of Texas, or the City of 
Austin. 

8.0 All other Agreement tenns and conditions remain the same. 

BY THE SIGNATURES affixed below, this Amendment is hereby incorporated Into and made a part of 
the above--referenced Agreement 

GRANTEE 

EALS - CENTRAL TEXAS, INC. 
arvin, President & CEO 

Cross Park Orive, Suite 120 
Austin, TX 78754 

1 Date: I / 4l / q' 

' 

Social seMc:es Agreement Amendment 

CITY OF AUSTIN 

Signature: 

ely~~ 
Pure ng Office 
PO Box 1088 
Austin, TX 78767 

Date: o 3/-:z.i? /;s 
I I 
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Easter Seals - Central Texas, Inc. Social Services 

Progran1 Perjorn1ance Measures 

Period 
Contract 

1 2 3 Term 
Start Date 10/1/2015 10/1/2016 10/1/2017 9/1/2015 
E11d Date 9/30/2016 9/30/2017 9/30/2018 9/30/2018 

Period 
Outputs Contract 

I 2* 3* Term** 
ID Outp11t Measure Descriptio11 

Total Number of Unduplicated Clients Served 839 839 877 2355 

Outcomes Period 
Co11tract 

ID Outcome Measure Descriptio11 1 2* J"' Ter111 ** 

Number of households at risk of homelessness that 77 77 77 231 
maintain housing 

1A Number of households receiving assistance 85 85 85 255 

Percent of households at risk of homelessness that 90.59 90.59 90.59 90.59 
maintain housing 

Number of individuals increasing employment 180 180 180 540 
2Aii Number of individuals exiting the program 225 225 225 675 

Percent of individuals increasing employment income 80 80 80 80 

Number of individuals making progress on their 1223 1223 1223 3669 
treatment plan goal(s) 

38 Number of individuals evaluated for progress on 1380 1380 1380 4140 
treatment plan goals(s) 

Percent of individuals making progress toward their 88.62 88.62 88.62 88.62 
treatment plan goals 

Number of individuals demonstrating improved life 138 138 138 414 
skill(s) 

58 Number of individuals participating in the activity 166 166 166 498 

Percent of individuals who demonstrate improved life 83.13 83.13 83.13 83.13 
skills 

* GOfll Sen>td May Include Ct~rry-Over From Previous Period 

**Goal Served Spans Contract Term I May Not Include Ct~rry-Over I Cliellls Sen>ed M11st Be< or • Sum of Periods) 

Created: 3/31/2015 1:42:00 PM Lt~st Modified, If Applict~ble: 1/23/201 B 10:56;00 AM 
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Easter Seals- Central Texas, Inc. Social Services 

Progran1 Budget and Narrative 

Period Contract Start 91112015 

1 2 3 Contract End 913012018 

Period Start Date 9/1/2015 10/1/2016 10/1/2017 

Period End Date 9/30/2016 9/30/2017 9/30/2018 Total 

Salary pl11s Benefits $354,299.00 $326,203.00 $352,934.00 $1,033,436.00 

General Operations Expenses $0.00 $36,245.00 $18,575.00 $54,820.00 
Program Subgrantees $0.00 $0,00 $0.00 $0.00 
Staf!Trat·el $0.00 $0.00 $0.00 $0.00 
Conferences $0.00 $0.00 $0.00 $0.00 

Operations SubTotal $0.00 $36,245.00 $18,575.00 $54,820.00 

Food and Be•·eragesfor Clients $0.00 $0.00 $0.00 $0.00 
Financial Direct Assistance to Clients $0.00 $0.00 $0.00 $0.00 
Other Assistance Amount $0.00 $0.00 $0.00 $0.00 

Direct Assista11ce S11bTotal $0.00 $0.00 $0.00 $0.00 

Capital Outlay Amount $0.00 $0.00 $0.00 $0.00 

Total $354,299.00 $382,448.00 $371,509.00 $1,088,256.00 
Total Period Percentage 32.56 33.31 34.14 

Detailed Budget Narrative 

Salaries plus Benefits Salaries. benefits ami employment taxes for staff 11·orking on tile program 

General Op Expenses 

Program Subgrantees 

Staff Travel 

Conferences 

Food and Bevera~:e 

Financial Assistance 

Other Assistance 

Capital Outlay 

Audit expenses. trash remo•·al, pest control, copier 
sen•ices. utilities, plrone system, postage, accounting 
sen·ices 

Created 313112015 1:35:00 PM Last Modified, If Applicable 113012018 10:25;00 AM 
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Amendment No. 2 
to 

Contract No. NG150000025 
for 

Social Services 
between 

EASTER SEALS - CENTRAL TEXAS, INC. 
and the 

CITY OF AUSTIN 

1.0 The City of Austin and the Contractor hereby agree to the contract revisions listed below. 

2.0 The total amount for this Amendment to the Agreement is Sixteen Thousand Two Hundred 
Ninety Eight dollars ($16,298). The total Agreement amount is recapped below: 

Contract 
Total Contract 

Term Change 
Amount 

Amount 

Basic Term: (Sept. 1, 2015- Sept. 30, 2018) n/a $1,002,735 

Amendment No. 1 : Add funds to Contract and $60,162 $1 ,062,897 
modify Exhibits 

1 

Amendment No.2: Add funds to Contract and $16,298 $ 1,079,195 modify Exhibits 

3.0 The following changes have been made to the original contract EXHIBITS: 

Exhibit 8.1 •• Program Budget and Narrative is deleted in its entirety and replaced with a new 
Exhibit B.1 -- Program Budget and Narrative. [Revised 11412017] 

Exhibit E - Business Associate Agreement is added to the Agreement. 

4.0 The following Terms and Conditions have been MODIFIED: 

Section 1.2 Responsibilities of the Grantee. The Grantee shall provide all technical and 
professional expertise, knowledge, management. and other resources required for accomplishing 
all aspects of the tasks and associated activities identified in the Agreement Exhibits. The 
Grantee shall assure that all Agreement provisions are met by any Subgrantee performing 
services for the Grantee. 

Section 4.1 Agreement Amount. The Grantee acknowledges and agrees that, notwithstanding 
any other provision of this Agreement, the maximum amount payable by the City under this 
Agreement for the initial 37 month term shall not exceed the amount approved by City Council, 
which Is $1,079,195 (One Million Seventy Nine Thousand One Hundred Ninety Five dollars), 
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and $362,448 (Three Hundred Sixty Two Thousand Four Hundred Forty Eight dollars) per 12 
month extension option, for a total Agreement amount of $2,166,539. Continuation of the 
Agreement beyond the initial37 months is specifically contingent upon the availability and 
allocation of funding, and authorization by City Council. 

Section 4.1.1.2 Transfers between or among the approved budget categories in excess of 10% 
or more than $50,000 will require the City Agreement Manager's approval, and must meet all of 
the conditions outlined in Section 4.1.1.1 (ii) and (iii) above. 

L The Grantee must submit a Budget Revision Form to the City prior to the submission of 
the Grantee's first monthly billing to the City following the transfer. 

Section 4.1.2 Payment to the Grantee shall be made in the following increments: 

4.1.2.2 For the Program Period of 10/1/2016through 9/30/2017, the payment from the City to the 
Grantee shall not exceed $362,448 (Three Hundred Sixty Two Thousand Four Hundred Forty 
Eight dollars); 

4.1.2.3 For the Program Period of 1011/2017 through 9/30/2018, the payment from the City to the 
Grantee shall not exceed $362,448 (Three Hundred Sixty Two Thousand Four Hundred Forty 
Eight dollars). 

Section 4.3.1 All requests accepted and approved for payment by the City will be paid within 30 
calendar days of the City's receipt of the deliverables or of the invoice, whichever is later. 
Requests for payment received without the information required in Section 4.2 cannot be 
processed, will be returned to the Grantee, and City will make no payment in connection with 
such request. 

Section 4.4 Non-Appropriation. The awarding or continuation of this Agreement is dependent 
upon the availability of funding and authorization by Council. The City's payment obligations are 
payable only and solely from funds appropriated and available for this Agreement. The absence 
of appropriated or other lawfully available funds shall render the Agreement null and void to the 
extent funds are not appropriated or available and any deliverables delivered but unpaid shall be 
returned to the Grantee. The City shall provide the Grantee written notice of the failure of the City 
to make an adequate appropriation for any fiscal year to pay the amounts due under the 
Agreement, or the reduction of any appropriation to an amount insufficient to permit the City to 
pay its obligations under the Agreement. In the event of non- or inadequate appropriation of 
funds, there will be no penalty or removal fees charged to the City. 

Section 4.7.1 The City agrees to pay Grantee for services rendered under this Agreement and to 
reimburse Grantee for actual, eligible expenses incurred and paid in accordance with all terms 
and conditions of this Agreement. The City shall not be liable to Grantee for any costs incurred 
by Grantee which are not reimbursable as set forth in Section 4.8. 

Section 4.7.4 The City shall not be liable to Grantee for any costs which have been paid under 
other agreements or from other funds. In addition, the City shall not be liable for any costs 
incurred by Grantee which were: a) incurred prior to the effective date of this Agreement or 
outside the Agreement period as referenced in Sections 4.1.2 and 4.8.1., or b) not billed to the 
City within 5 business days before the due date for the Grantee's annual Contract Progress 
Report or Contract Closeout Summary Report, whichever is applicable. 

Section 4. 7.6 Grantee shall deposit and maintain all funds received under this Agreement in 
either a separate numbered bank account or a general operating account, either of which shall be 
supported with the maintenance of a separate accounting with a specific chart which reflects 
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specific revenues and expenditures for the monies received under this Agreement. The Grantee's 
accounting system must identify the specific expenditures, or portions of expenditures, against 
which funds under this Agreement are disbursed. Grantee must be able to produce an 
accounting system-generated report of exact expenses or portions of expenses charged to the 
City for any given time period. 

Section 4.8.1 Reimbursement Only. Expenses and/or expenditures shall be considered 
reimbursable only if incurred during the current Program Period identified in Section 4.1.2, directly 
and specifically in the performance of this Agreement, and in conformance with the Agreement 
Exhibits. Grantee agrees that, unless otherwise specifically provided for in this Agreement, 
payment by the City under the terms of this Agreement is made on a reimbursement basis only; 
Grantee must have incurred and paid costs prior to those costs being invoiced and considered 
allowable under this Agreement and subject to payment by the City. Expenses incurred during 
the Program Period may be paid up to 30 days after the end of the Program Period and included 
in the Final Payment Request for the Program Period, which shall be due no later than 5 p.m. 
CST 5 business days before the due date for the Grantee's annual Contract Progress Report or 
Contract Closeout Summary Report, whichever is applicable. 

Section 4.8.3 The City's prior written authorization is required in order for the following to be 
considered allowable costs. Inclusion in the budget within this Agreement constitutes "written 
authorization." The item shall be specifically identified in the budget. The City shall have the 
authority to make the final determination as to whether an expense is an allowable cost. 

1. Alteration, construction, or relocation of facilities 
2. Cash payments, including cash equivalent gift cards such as Visa, MasterCard and 

American Express 
3. Equipment and other capital expenditures. 
4. Interest, other than mortgage interest as part of a pre-approved budget under this 

Agreement 
5. Organization costs (costs in connection with the establishment or reorganization of an 

organization) 
6. Purchases of tangible, nonexpendable property, including fax machines, stereo systems, 

cameras, video recorder/players, microcomputers, software, printers, microscopes, 
oscilloscopes, centrifuges, balances and incubator, or any other item having a useful life of 
more than one year and an acquisition cost, including freight, of over $5,000 

7. Selling and marketing 
8, Travel/training outside Travis County 

Section 4.8.4 The following types of expenses are specifically not allowable with City funds 
under this Agreement. The City shall have the authority to make the final determination as to 
whether an expense is an allowable cost. 

1. Alcoholic beverages 
2. Bad debts 
3. Compensation of trustees, directors, officers, or advisory board members, other than those 

acting in an executive capacity 
4. Contingency provisions (funds). (Self-insurance reserves and pension funds are allowable.) 
5. Defense and prosecution of criminal and civil proceedings, claims, appeals and patent 

infringement 
6. Deferred costs 
7. Depreciation 
8. Donations and contributions including donated goods or space 
9. Entertainment costs, other than expenses related to client incentives 
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10. Fines and penalties (including late fees) 
11. Fundraising and development costs 
12. Goods or services for officers' or employees' personal use 
13. Housing and personal living expenses for organization's officers or employees 
14. Idle facilities and Idle capacity 
15. Litigation-related expenses (including personnel costs) in action(s) naming the City as a 

Defendant 
16. Lobbying or other expenses related to political activity 
17. Losses on other agreements or casualty losses 
18. Public relations costs, except reasonable, pre-approved advertising costs related directly to 

services provided under this Agreement 
19. Taxes, other than payroll and other personnel-related levies 
20. Travel outside of the United States of America 

Section 4.9.5 Grantee shall provide the City with a copy of the completed Administrative and 
Fiscal Review (AFR) using the forms shown at http://www.ctkodm.com/austinl. and required AFR 
Attachments, including a copy of the Grantee's completed Internal Revenue Service Form 990 or 
990EZ (Return of Organization Exempt from Income Tax) if applicable, for each calendar year to 
be due in conjunction with submission of the Grantee's annual financial audit report or financial 
review report as outlined in Section 4.12.4. If Grantee filed a Form 990 or Form 990EZ extension 
request, Grantee shall provide the City with a copy of that application of extension of time to file 
(IRS Form 2758) within 30 days of filing said form(s), and a copy of the final IRS Form 990 
document(s) immediately upon completion. 

Section 4.10.1 Grantee shall maintain written policies and procedures approved by its governing 
body and shall make copies of all policies and procedures available to the City upon request. At 
a minimum, written policies shall exist in the following areas: Financial Management; 
Subcontracting and/or Procurement; Equal Employment Opportunity; Personnel and Personnel 
Grievance; Nepotism; Non-Discrimination of Clients; Client Grievance; Drug Free Workplace; the 
Americans with Disabilities Act; Conflict of Interest; Whistleblower; and Criminal Background 
Checks. 

Section 4.11.2 The City expressly reserves the right to monitor client-level data related to 
services provided under this Agreement. If the Grantee asserts that client-level data is legally 
protected from disclosure to the City, a specific and valid legal reference to this assertion must be 
provided and is subject to acceptance by the City's Law Department. 

Section 4.11 .3 Grantee shall provide the City with copies of all evaluation or monitoring reports 
received from other funding sources during the Agreement Term upon request following the 
receipt of the final report. 

Section 4.12.2 If Grantee is not subject to the Single Audit Act, and expends $750,000 or more 
during the Grantee's fiscal year, then Grantee shall have a full financial audit performed in 
accordance with Generally Accepted Auditing Standards (GAAS). If less than $750,000 is 
expended, then a financial review is acceptable, pursuant to the requirements of this Agreement. 

Section 4.12.4 Grantee must submit 1 Board-approved, bound hard copy of a complete financial 
audit report or financial review report, to include the original auditor Opinion Letter/Independent 
Auditor's Report within 270 calendar days of the end of Grantee's fiscal year, unless alternative 
arrangements are approved in writing by the City. The financial audit report or financial review 
report must include the Management Letter/Internal Controls Letter, if one was issued by the 
auditor. Grantee may not submit electronic copies of financial audit reports or financial review 
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reports to the City. Financial audit reports or financial review reports must be provided in hard 
copy, and either mailed or hand-delivered to the City. 

Section 4.12.6 The City will contact the Board Chair to verify that the auditor presented the 
financial audit report/financial review report to the Grantee's Board of Directors or a committee of 
the Board. 

i. Grantee's Board Chair must submit a signed and dated copy of the APH Board 
Certification form to the City as verification. 

A signed and dated copy of the APH Board Certification form will be due to the City with the 
financial audit report/financial review report. The City will deem the financial audit report/financial 
review report incomplete if the Grantee fails to submit the Board Certification form, as required by 
this Section. 

Section 8.6 Business Continuity. Grantee warrants that it has adopted a business continuity 
plan that describes how Grantee will continue to provide services in the event of an emergency or 
other unforeseen event, and agrees to maintain the plan on file for review by the City. Grantee 
shall provide a copy of the plan to the City's Agreement Manager upon request at any time during 
the term of this Agreement, and the requested information regarding the Business Continuity 
Plan shall appear in the annual Administrative and Fiscal Review document. 

Section 8.21.1.4 require that all Subgrantees obtain and maintain, throughout the term of their 
Subagreement, insurance in the type required by this Agreement, and in amounts appropriate for 
the amount of the Subagreement, with the City being a named insured as its interest shall 
appear; 

5.0 The following Terms and Conditions have been ADDED to the Agreement: 

Section 4.3.3.8 identification of previously reimbursed expenses determined to be unallowable 
after payment was made. 

Section 4.1 0.2 Grantee shall provide the City with copies of revised Articles of Incorporation and 
Doing Business As (DBA) certificates (if applicable) within 14 calendar days of receipt of the 
notice of filing by the Secretary of State's office. Grantee shall provide the City with copies of 
revised By-Laws within 14 calendar days of their approval by the Grantee's governing body. 

Section 8.6.1 Grantee agrees to participate in the City's Emergency Preparedness and 
Response Plan and other disaster planning processes. Grantee participation includes assisting 
the City to provide disaster response and recovery assistance to individuals and families 
impacted by manmade or natural disasters. 

Section 8.21.1.6 maintain and make available to the City, upon request, Certificates of Insurance 
for all Subgrantees. 

Section 8.27 Public Information Act. Grantee acknowledges that the City is required to 
comply with Chapter 552 of the Texas Government Code (Public Information Act). Under the 
Public Information Act, this Agreement and all related information within the City's possession or 
to which the City has access are presumed to be public and will be released unless the 
information is subject to an exception described in the Public Information Act. 

Section 8.28 HIPAA Standards. As applicable, Grantee and Subgrantees are required to 
develop and maintain administrative safeguards to ensure the confidentiality of all protected 
client information, for both electronic and non-electronic records, as established in the Health 
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Insurance Portsblftty and Accountability Act (HIPAA) Standards CFR 160 and 164, and to 
comply with aD other applicable federal, stale, and local laws and policies appUcable to the 
confidentianty of protected client Information. Grantee must maintain HIPAA·compllant Business 
Associate agraemenls with each entity with which It may share any protected client Information. 

8.28.1 Business Associate Agreement. If performance of lhis Agreement Involves the use or 
disclosure of Protected HeaHh lnformalion (PHI), as that term Is defined In 45 C.F.R. § 
160.103,1hen Grantee acknowledges and agrees to comply with the tenns and conditions 
contained fn the Business Associate Agreement, attached as Exhibit E. 

SecUon 8.29 Polftical and Sectarian Activity. No portion of the funds received by the Grantee 
under this Agreement shalf be used for any potillcal activity (Including, but not limited to, any 
actMty to further the election or defeat of any candldala for public office) or any actlvlly 
under1aken to Influence lhe passage. defeat, or final content or Jeglslaflon; or for any sectarian or 
religious purposes. 

SecUon 8.30 Culturally and Unqulstlcally Approprlat• Standard! fCLAS). The City is 
commfHed to providing effecUve, equitable, understandable and respectful quality care and 
services lhat are responsive to diverse cultural beUefs ~nd practices, preferred languages, health 
literacy, and olher communfcatlon needs. This commitment applies to services provided directly 
by tha City as well as services provided through lis Grantees. Grantee and Its Subgrantees 
agree to Implement processes and services In a manner thetis culturally and linguistically 
appropriate and c:ornpetenL Guidance on adopting such standards and praclices are avaRable at 
the U.S. Department of Heallh and Ht.nnan Services Office of MJnorfty Health's wabsfta at: 
bttps:/lmlnoritvhealth.hhs.gov/omhlbrowse.aspx?lvl=1&1vl!d=6. 

fn some Instances, faUure to provide language assistance services may have the effect of 
discriminating agaln&t persons on the basis of their natural Olfgln. GuJdeJfnes for serving 
lndMduals with Umlted EngDsh Proficiency (LEP} are avaDabla at 
bttps=l/www,l@p.aovlfaqslfags.html. 

6.0 MBEIWBE goals were not esfabfished for this Contract 

7.0 Based on lbe criteria In the ctty of Austin Uvtng Wage ResoluUon 11020509-91. the Uvlng 
Wage requirement does not apply to this Contract. 

8.0 By signing this Amendment, the Contractor C8l1lfles that lhe Contractor and Its principals 
are not currenUy suspended or debarred from doing business with the Federal 
Government. as Indicated by lhe Exclusion records found al SAM.gov, the Slate of 
Texas, or the City of Austin. 

9.0 All other Contract larms and conditions remain the same. 

BY THE SIGNATURES affixed below, this Amendment Is hereby Incorporated Into and made a pari of 
lhe above-referenced contracl. 

CONTRACTOR 
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Tad Marvin, President & CEO 
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Ettstcr Seals- Ce11tral Te'l:as, fill'. Social Se,•it:es 

Progra111 Budget and Narrative 

1 

Period Start Date 911/2015 

Period End Date 9/30/2016 

Su/ury plus B••m'fit.~ $354,299.00 

General Operations Expenses $0.00 
Program Subcontractors $0.00 
Staff Trat·el $0.00 
Conferences $0.00 

Operatitm.~ SubTotal $0.00 

Food and Bel'erages for Clients $0.00 

Periml 
2 3 

1011/2016 10/1/2017 

9/3012017 9/30/2018 

$326,.203.00 $326,203.00 

$36,245.00 $36,245.00 
$0.00 $0.00 
$0.00 $0.00 
$0.00 $0.00 

$36,245.00 $36,245.00 

$0.00 $0.00 

Contract Start 91112015 
Contract End 9/30/2018 

Total 

$1,006,705.00 

$72,490.00 
$0.00 
$0.00 
$0.00 

$72,490.00 

Financial Direct Assistance to Clients $0.00 $0.00 $0.00 
$0.00 
$0.00 
$0.00 Other Assistance Amount $0.00 $0.00 $0.00 

Direct rlssisumce Suh TtJia/ $0.00 $0.00 $0.00 $0.00 

Capiml 0111111)' A Jtro /1/11 $0.00 $0.00 $0.00 $0.00 

Tow/ $354,299.00 $362,448.00 $362,448.00 $1,079,195.00 
Total Period Percentage 32.83 33.59 33.59 

Dt!ttliletl Budget Narrati\'t! 

Salaries plw• Beue.fits 

General Op E.-,;;pe11ses 

PriiJ:rttm Suhcmttractars 

Staff Trtlt'el 

Foml mul Bc••ert~~:e 

Fimmcial .1bsi.~ttmce 

Other Assi.\·ta11ce 

Cupiltll Omluy 

Partial salaries and benefits for the foi/Oirlng positions are included: Housing Program Director. 
Housing Program Manager. Parenting Program Manager. Parenting Bilingual Program 
Coordinator. Program Director, Employment Program Specialist, Comnumi{v Program Manager. 
Communi{v Program Specialist, Communi{v Program Coordinator. ECI Sen iu Coortlinator and 
Audiologist 

Audit expenses, trash remora/, pest control. copier 
sen·ices. lllilities, phone system. postage. accounting 
sen·ices 

Created 313//Z0/5 1:35:00PM Lust Modified, lf, lpplicahle 11412017 8:17:00 AM -E:'Chibit B.J ~Program Bmlget ami Narratil•e Page 1 ofl 



BUSINESS ASSOCIATE AGREEMENT PROVISIONS 

This Business Associate Agreement (the "Agreement"), is made by and between the 
Grantee (Business Associate) and the City (Covered Entity) (collectively the "Parties") to comply 
with privacy standards adopted by the U.S. Department of Health and Human Services as they 
may be amended from time to time, 45 C.F.R. parts 160 and 164 ("the Privacy Rule") and security 
standards adopted by the U.S. Department of Health and Human Services as they may be amended 
from time to time, 45 C.F.R. parts 160, 162 and 164, subpart C ("the Security Rule"), and the 
Health Information Technology for Economic and Clinical Health (HITECH) Act, Title XIII of 
Division A and Title N of Division B of the American Recovery and Reinvestment Act of 2009 
and regulations promulgated there under and any applicable state confidentiality laws. 

RECITALS 

WHEREAS, Business Associate provides services outlined in Exhibit A. I to or on behalf of 
Covered Entity; 

WHEREAS, in connection with these services, Covered Entity discloses to Business Associate 
certain protected health information that is subject to protection under the HIPAA Rules; and 

WHEREAS, the HIPAA Rules require that Covered Entity receive adequate assurances that 
Business Associate will comply with certain obligations with respect to the PHI received, 
maintained, or transmitted in the course of providing services to or on behalf of Covered Entity. 

NOW THEREFORE, in consideration of the mutual promises and covenants herein, and for 
other good and valuable consideration, the receipt and sufficiency of which is hereby 
acknowledged, the Parties agree as follows: 

A. Definitions. Terms used herein, but not otherwise defined, shall have meaning ascribed by 
the Privacy Rule and the Security Rule. 

1. Breach. "Breach" shall have the same meaning as the term "breach" in 45 C.P.R. 
§164.502. 

2. Business Associate. "Business Associate" shall have the same meaning as the term 
"business associate" in 45 C.F.R. § 160.103 and in reference to the party to this 
agreement, shall mean Grantee. 

3. Covered Entity. "Covered Entity" shall have the same meaning as the term 
"covered entity" in 45 C.F.R. § 160.1 03 and in reference to the party to this 
agreement shall mean The City of Austin. 

4. Designated Record Set. "Designated Record Set" shall mean a group of records 
maintained by or for a Covered Entity that is: (i) the medical records and billing 
records about Individuals maintained by or for a covered health care provider; (ii) 
the enrollment, payment, c1aims adjudication, and case or medical management 
record systems maintained by or for a health plan; or (iii) used, in whole or in part, 
by or for the covered entity to make decisions about Individuals. For purposes of 
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this definition, the tenn "record" means any item, collection, or grouping of 
infonnation that includes protected health infonnation and is maintained, collected, 
used, or disseminated by or for a covered entity. 

5. HIPAA Rules. The Privacy Rule and the Security Rule and amendments codified 
and promulgated by the HITECH Act are referred to collectively herein as "HIPAA 
Rules." 

6. IndividuaL "Individual" shall mean the person who is the subject of the protected 
health information. 

7. Incident. "Incident" means a potential or attempted unauthorized access, use, 
disclosure, modification, loss or destruction of PHI, which has the potential for 
jeopardizing the confidentiality, integrity or availability of the PHI. 

8. Protected Health Information ("PHI''). "Protected Health lnfonnation" or PHI shall 
have the same meaning as the term "protected health infonnation" in 45 C.F.R. 
§ 160.103, limited to the information created, received, maintained or transmitted 
by Business Associate from or on behalf of covered entity pursuant to this 
Agreement. 

9. Required by Law. "Required by Law" shall mean a mandate contained in law that 
compels a use or disclosure of PHI. 

I 0. Secretary. "Secretary" shall mean the Secretary of the Department of Health and 
Human Services or his or her Designee. 

11. Sensitive Personal Information. "Sensitive Personal Information" shall mean an 
individual's first name or first initial and last name in combination with any one or 
more of the following items, if the name and the items are not encrypted: a) social 
security number; driver's license number or government-issued identification 
number; or account number or credit or debit card number in combination with any 
required security code, access code, or password that would pennit access to an 
individual's financial account; or b) information that identifies an individual and 
relates to: the physical or mental health or condition of the individual; the provision 
of health care to the individual; or payment for the provision of health care to the 
individual. 

12. Subcontractor. "subcontractor" shall have the same meaning as the term 
"subcontractor" in 45 C.F.R. § 160.103. 

13. Unsecured PHI. "Unsecured PHI" shall mean PHI that is not rendered unusable, 
unreadable, or indecipherable to unauthorized individuals through the use of a 
technology or methodology specified by the Secretary in the guidance issued under 
section 13402(h)(2) of Public Law 111-5. 

B. Purposes for which PHI May Be Disclosed to Business Associate. In connection with the 
services provided by Business Associate to or on behalf of Covered Entity described in this 
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Agreement, Covered Entity may disclose PHI to Business Associate for the purposes of 
providing a social service. 

C. Obligations of Covered Entity. If deemed applicable by Covered Entity, Covered Entity 
shall: 

1. provide Business Associate a copy of its Notice of Privacy Practices ("Notice") 
produced by Covered Entity in accordance with 45 C.P.R. 164.520 as well as any 
changes to such Notice; 

2. provide Business Associate with any changes in, or revocation of, authorizations 
by Individuals relating to the use and/or disclosure of PHI, if such changes affect 
Business Associate's permitted or required uses and/or disclosures; 

3. notify Business Associate of any restriction to the use and/or disclosure of PHI to 
which Covered Entity has agreed in accordance with 45 C.F.R. 164.522, to the 
extent that such restriction may affect Business Associate's use or disclosure of 
PHI; 

4. not request Business Associate to use or disclose PHI in any manner that would not 
be permissible under the Privacy Rule if done by the Covered entity; 

5. notify Business Associate of any amendment to PHI to which Covered Entity has 
agreed that affects a Designated Record Set maintained by Business Associate; 

6. if Business Associate maintains a Designated Record Set, provide Business 
Associate with a copy of its policies and procedures related to an Individual's right 
to: access PHI; request an amendment to PHI; request confidential communications 
of PHI; or request an accounting of disclosures of PHI; and, 

7. direct, review and control notification made by the Business Associate of 
individuals of breach of their Unsecured PHI in accordance with the requirements 
set forth in 45 C.F.R. § 164.404. 

D. Obligations of Business Associate. Business Associate agrees to comply with applicable 
federal and state confidentiality and security laws, specifically the provisions of the HIPAA 
Rules applicable to business associates, including: 

1. Use and Disclosure of PHI. Except as otherwise permitted by this Agreement or 
applicable law, Business Associate shall not use or disclose PHI except as necessary 
to provide Services described above to or on behalf of Covered Entity, and shall 
not use or disclose PHI that would violate the HIP AA Rules if used or disclosed by 
Covered Entity. Also, knowing that there are certain restrictions on disclosure of 
PHI. Provided, however, Business Associate may use and disclose PHI as 
necessary for the proper management and administration of Business Associate, or 
to carry out its legal responsibilities. Business Associate shall in such cases: 
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(a) provide information and training to members of its workforce using or 
disclosing PHI regarding the confidentiality requirements of the HIP AA 
Rules and this Agreement; 

(b) obtain reasonable assurances from the person or entity to whom the PHI is 
disc1osed that: (a) the PHI will be held confidential and further used and 
disc1osed only as Required by Law or for the purpose for which it was 
disc1osed to the person or entity; and (b) the person or entity will notify 
Business Associate of any instances of which it is aware in which 
confidentiality of the PHI has been breached; and 

(c) agree to notify the designated Privacy Officer of Covered Entity of any 
instances of which it is aware in which the PHI is used or disclosed for a 
purpose that is not otherwise provided for in this Agreement or for a purpose 
not expressly permitted by the HIPAA Rules. 

2. Data Aggreeation. In the event that Business Associate works for more than one 
Covered Entity, Business Associate is permitted to use and disclose PHI for data 
aggregation purposes, however, only in order to analyze data for permitted health 
care operations, and only to the extent that such use is permitted under the HIPAA 
Rules. 

3. De-identified Information. Business Associate may use and disclose de-identified 
health information if written approval from the Covered Entity is obtained, and the 
PHI is de-identified in compliance with the HIPAA Rules. Moreover, Business 
Associate shaH review and comply with the requirements defined under Section E. 
of this Agreement. 

4. Safeguards. 

(a) Business Associate shall maintain appropriate safeguards to ensure that PHI 
is not used or disclosed other than as provided by this Agreement or as 
Required by Law. Business Associate shall implement administrative, 
physical and technical safeguards that reasonably and appropriately protect 
the confidentiality, integrity, and availability of any paper or electronic PHI 
it creates, receives, maintains, or transmits on behalf of Covered Entity. 

(b) Business Associate shall assure that all PHI be secured when accessed by 
Business Associate's employees, agents or subcontractor. Any access to 
PHI by Business Associate's employees, agents or subcontractors shall be 
limited to legitimate business needs while working with PHI. Any 
personnel changes by Business Associate, eliminating the legitimate 
business needs for employees, agents or contractors access to PHI - either 
by revision of duties or termination - shall be immediately reported to 
Covered Entity. Such reporting shall be made no later than the third 
business day after the personnel change becomes effective. 
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5. Minimum Necessary. Business Associate shall ensure that all uses and disclosures 
of PHI are subject to the principle of "minimum necessary use and disclosure," i.e., 
that only PHI that is the minimum necessary to accomplish the intended purpose of 
the use, disclosure, or request is used or disclosed; and, the use of limited data sets 
when possible. 

6. Disclosure to Agents and Subcontractors. If Business Associate discloses PHI 
received from Covered Entity, or created or received by Business Associate on 
behalf of Covered Entity, to agents, including a subcontractor, Business Associate 
shall require the agent or subcontractor to agree to the same restrictions and 
conditions as apply to Business Associate under this Agreement. Business 
Associate shall ensure that any agent, including a subcontractor, agrees to 
implement reasonable and appropriate safeguards to protect the confidentiality, 
integrity, and availability of the paper or electronic PHI that it creates, receives, 
maintains, or transmits on behalf of the Covered Entity. Business Associate shall 
be liable to Covered Entity for any acts, failures or omissions of the agent or 
subcontractor in providing the services as if they were Business Associate's own 
acts, failures or omissions, to the extent permitted by law. Business Associate 
further expressly warrants that its agents or subcontractors will be specifically 
advised of, and will comply in all respects with, the terms of this Agreement. 

7. Individual Rights Regarding Designated Record Sets. If Business Associate 
maintains a Designated Record Set on behalf of Covered Entity Business Associate 
agrees as follows: 

(a) Individual Right to Copy or Inspection. Business Associate agrees that if it 
maintains a Designated Record Set for Covered Entity that is not maintained 
by Covered Entity, it will permit an Individual to inspect or copy PHI about 
the Individual in that set as directed by Covered Entity to meet the 
requirements of 45 C.P.R. § 164.524. If the PHI is in electronic format, the 
Individual shall have a right to obtain a copy of such information in 
electronic format and, if the Individual chooses, to direct that an electronic 
copy be transmitted directly to an entity or person designated by the 
individual in accordance with HITECH section 13405 (c). Under the 
Privacy Rule, Covered Entity is required to take action on such requests as 
soon as possible, but not later than 30 days following receipt of the request. 
Business Associate agrees to make reasonable efforts to assist Covered 
Entity in meeting this deadline. The information shall be provided in the 
form or format requested if it is readily producible in such form or format; 
or in summary, if the Individual has agreed in advance to accept the 
information in summary form. A reasonable, cost-based fee for copying 
health information may be charged. If Covered Entity maintains the 
requested records, Covered Entity, rather than Business Associate shall 
permit access according to its policies and procedures implementing the 
Privacy Rule. 
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(b) Individual Right to Amendment. Business Associate agrees, if it maintains 
PHI in a Designated Record Set, to make amendments to PHI at the request 
and direction of Covered Entity pursuant to 45 C.F.R. § 164.526. If Business 
Associate maintains a record in a Designated Record Set that is not also 
maintained by Covered Entity, Business Associate agrees that it will 
accommodate an Individual's request to amend PHI only in conjunction 
with a determination by Covered Entity that the amendment is appropriate 
according to 45 C.F.R. § 164.526. 

(c) Accounting of Disclosures. Business Associate agrees to maintain 
documentation of the information required to provide an accounting of 
disclosures of PHI, whether PHI is paper or electronic format, in accordance 
with 45 C.F.R. §I 64.528 and HITECH Sub Title D Title VI Section 13405 
(c), and to make this information available to Covered Entity upon Covered 
Entity's request, in order to allow Covered Entity to respond to an 
Individual's request for accounting of disclosures. Under the Privacy Rule, 
Covered Entity is required to take action on such requests as soon as 
possible but not later than 60 days following receipt of the request. Business 
Associate agrees to use its best efforts to assist Covered Entity in meeting 
this deadline but not later than 45 days following receipt of the request. 
Such accounting must be provided without cost to the individual or Covered 
Entity if it is the first accounting requested by an individual within any 12 
month period; however, a reasonable, cost-based fee may be charged for 
subsequent accountings if Business Associate informs the individual in 
advance of the fee and is afforded an opportunity to withdraw or modify the 
request. Such accounting is limited to disclosures that were made in the six 
(6) years prior to the request (not including disclosures prior to the 
compliance date of the Privacy Rule) and shall be provided for as long as 
Business Associate maintains the PHI. 

8. Internal Practices. Policies and Procedures. Except as otherwise specified herein, 
Business Associate shall make available its internal practices, books, records, 
policies and procedures relating to the use and disclosure of PHI, received from or 
on behalf of Covered Entity to the Secre'tary or his or her agents for the purpose of 
determining Covered Entity's compliance with the HIPAA Rules, or any other 
health oversight agency, or to Covered Entity. Records requested that are not 
protected by an applicable legal privilege will be made available in the time and 
manner specified by Covered Entity or the Secretary. 

9. Notice of Privacy Practices. Business Associate shall abide by the limitations of 
Covered Entity' s Notice of which it has knowledge. Any use or disclosure 
permitted by this Agreement may be amended by changes to Covered Entity's 
Notice; provided, however, that the amended Notice shall not affect pennitted uses 
and disclosures on which Business Associate relied prior to receiving notice of such 
amended Notice. 
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10. Withdrawal of Authorization. If the use or disclosure of PHI in this Agreement is 
based upon an Individual's specific authorization for the use or disclosure of his or 
her PHI, and the Individual revokes such authorization, the effective date of such 
authorization has expired, or such authorization is found to be defective in any 
manner that renders it invalid, Business Associate shall, if it has notice of such 
revocation, expiration, or invalidity, cease the use and disclosure of the lndividua1' s 
PHI except to the extent it has relied on such use or disclosure, or if an exception 
under the Privacy Rule expressly applies. 

11. Knowledge of HIPAA Rules. Business Associate agrees to review and understand 
the HIPAA Rules as it applies to Business Associate, and to comply with the 
applicable requirements of the HIP AA Rule, as weiJ as any applicable amendments. 

12. Information Incident Notification for PHI. Business Associate will report any 
successful Incident of which it becomes aware and at the request of the Covered 
Entity, will identify: the date of the Incident, scope of Incident, Business 
Associate's response to the Incident, and the identification of the party responsible 
for causing the Incident. 

I 3. Information Breach Notification for PHI. Business Associate expressly recognizes 
that Covered Entity has certain reporting and disclosure obligations to the Secretary 
and the Individual in case of a security breach of unsecured PHI. Where Business 
Associate accesses, maintains, retains, modifies, records, stores, destroys, or 
otherwise holds, uses or discloses unsecured paper or electronic PHI, Business 
Associate immediately following the "discovery" (within the meaning of 45 C.F.R. 
§ 164.4lO(a)) of a breach of such infonnation, shall notify Covered Entity of such 
breach. Initial notification of the breach does not need to be in compliance with 45 
C.F.R. § 164.404(c); however, Business Associate must provide Covered Entity 
with all infonnation necessary for Covered Entity to comply with 45 C.F.R. 
§ J64.404(c) without reasonable delay, and in no case later than three days 
following the discovery of the breach. Business Associate shall be liable for the 
costs associated with such breach if caused by the Business Associate's negligent 
or willful acts or omissions, or the negligent or willful acts or omissions of Business 
Associate's agents, officers, employees or subcontractors. 

14. Breach Notification to Individuals. Business Associate's duty to notify Covered 
Entity of any breach does not permit Business Associate to notify those individuals 
whose PHI has been breached by Business Associate without the express written 
permission of Covered Entity to do so. Any and all notification to those individuals 
whose PHI has been breached shall be made by the Business Associate under the 
direction, review and control of Covered Entity. The Business Associate will notify 
the Covered Entity via telephone with follow-up in writing to include; name of 
individuals whose PHI was breached, information breached, date of breach, form 
of breach, etc. The cost of the notification will be paid by the Business Associate. 

15. Information Breach Notification for Other Sensitive Personal Information. In 
addition to the reporting under Section 0.12, Business Associate shall notify 
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Covered Entity of any breach of computerized Sensitive Personal Information (as 
determined pursuant to Tile II, subtitle B, chapter 521 , Subchapter A, Section 
521.053. Texas Business & Commerce Code) to assure Covered Entity's 
compliance with the notification requirements of Title 11, Subtitle B, Chapter 521, 
Subchapter A, Section 521 .053, Texas Business & Commerce Code. Accordingly, 
Business Associate shall be liable for al1 costs associated with any breach caused 
by Business Associate's negligent or willful acts or omissions, or those negligent 
or willful acts or omissions of Business Associate's agents, officers, employees or 
subcontractors. 

E. Permitted Uses and Disclosures by Business Associates. Except as otherwise limited in 
this Agreement, Business Associate may use or disclose Protected Health Information to 
perform functions, activities, or services for, or on behalf of, Covered Entity as specified 
in this Business Associates Agreement or in a Master Services Agreement, provided that 
such use or disclosure would not violate the HIPAA Rules if done by Covered Entity or 
the minimum necessary policies and procedures of the Covered Entity. Also, Business 
Associate may use PHI to report violations of law to appropriate Federal and State 
authorities, consistent with the HIPAA Rules. 

I. Use. Business Associate will not, and will ensure that its directors, officers, employees, 
contractors and other agents do not, use PHI other than as permitted or required 
by Business Associate to perform the Services or as required by law, but in no event in 
any manner that would constitute a violation of the Privacy Standards or Security 
standards if used by Covered Entity. 

2. Disclosure. Business Associate wi11 not, and will ensure that its directors, officers, 
employees, contractors, and other agents do not, discJose PHI other than as permitted 
pursuant to this arrangement or as required by law, but in no event disclose PHI in any 
manner that would constitute a violation ofthe Privacy Standards or Security Standards 
if disclosed by Covered Entity. 

3. Business Associate acknowledges and agrees that Covered Entity owns all right, title, 
and interest in and to all PHI, and that such right, title, and interest will be vested in · 
Covered Entity. Neither Business Associate nor any of its employees, agents, 
consultants or assigns will have any rights in any of the PHI, except as expressly set 
forth above. Business Associate represents, warrants, and covenants that it will not 
compile and/or distribute analyses to third parties using any PHI without Covered 
Entity's express written consent. 

F. Application of Security and Privacy Provisions to Business Associate. 

I . Security Measures. Sections 164.308, 164.310, 164.312 and 164.316 of Title 45 of the 
Code of Federal Regulations dealing with the administrative, physical and technical 
safeguards as well as policies, procedures and documentation requirements that apply 
to Covered Entity shall in the same manner apply to Business Associate. Any 
additional security requirements contained in Sub Title D of Title IV of the HITECH 
Act that apply to Covered Entity shall also apply to Business Associate. Pursuant to 
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the foregoing requirements in this section, the Business Associate will implement 
administrative, physical, and technical safeguards that reasonably and appropriately 
protect the confidentiality, integrity, and availability of the paper or electronic PHI that 
it creates, has access to, or transmits. Business Associate will also ensure that any 
agent, including a subcontractor, to whom it provides such information, agrees to 
implement reasonable and appropriate safeguards to protect such information. 
Business Associate will ensure that PHI contained in portable devices or removable 
media is encrypted. 

2. Annual Guidance. For the first year beginning after the date of the enactment of the 
HITECH Act and annually thereafter, the Secretary shaH annually issue guidance on 
the most effective and appropriate technical safeguards for use in carrying out the 
sections referred to in subsection (a) and the security standards in subpart C of part 164 
of title 45, Code of Federal Regulations. Business Associate shall, at their own cost 
and effort, monitor the issuance of such guidance and comply accordingly. 

3. Privacy Provisions. The enhanced HIPAA privacy requirements including but not 
necessarily limited to accounting for certain PHI disclosures for treatment, restrictions 
on the sale of PHI, restrictions on marketing and fundraising communications, payment 
and health care operations contained SubtitleD of the HITECH Act that apply to the 
Covered entity shall equally apply to the Business Associate. 

4. Application of Civil and Criminal Penalties. If Business Associate violates any security 
or privacy provision specified in subparagraphs ( 1) and (2) above, sections 1176 and 
1177 of the Social Security Act (42 U.S.C. 1320d-5, 1320d-6) shall apply to Business 
Associate with respect to such violation in the same manner that such sections apply to 
Covered Entity if it violates such provisions. 

G. Term and Termination. 

I. Tenn. This Agreement shaH be effective as of the Effective Date and shall be 
terminated when all PHI provided to Business Associate by Covered Entity, or created 
or received by Business Associate on behalf of Covered Entity, is destroyed or returned 
to Covered Entity. 

2. Termination for Cause. Upon Covered entity's knowledge of a material breach by 
Business Associate, Covered Entity shall either: 

a. Provide an opportunity for Business Associate to cure the breach within 30 
days of written notice of such breach or end the violation and terminate this 
Agreement, whether it is in the form of a stand alone agreement or an 
addendum to a Master Services Agreement, if Business Associate does not 
cure the breach or end the violation within the time specified by Covered 
Entity; or 

b. Immediately terminate this Agreement whether it is in the form of a stand 
alone agreement of an addendum to a Master Services Agreement if 
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Business associate has breached a material term of this Agreement and cure 
is not possible. 

3. Effect of Termination. Upon termination of this Agreement for any reason, Business 
Associate agrees to return or destroy all PHI received from Covered Entity, or created 
or received by Business Associate on behalf of Covered Entity, maintained by Business 
Associate in any form. If Business Associate determines that the return or destruction 
of PHI is not feasible, Business Associate shall inform Covered Entity in writing of the 
reason thereof, and shall agree to extend the protections of this Agreement to such PHI 
and limit further uses and disclosures of the PHI to those purposes that make the return 
or destruction of the PHI not feasible for so long as Business Associate retains the PHI. 

H. Miscellaneous. 

I. Indemnification. To the extent permitted by law, Business Associate agrees to 
indemnify and hold harmless Covered Entity from and against all claims, demands, 
liabilities, judgments or causes of action of any nature for any relief, elements of 
recovery or damages recognized by law (including, without limitation, attorney's fees, 
defense costs, and equitable reliet), for any damage or loss incurred by Covered Entity 
arising out of, resulting from, or attributable to any acts or omissions or other conduct 
of Business Associate or its agents in connection with the performance of Business 
Associate's or its agents' duties under this Agreement. This indemnity shall apply even 
if Covered Entity is alleged to be solely or jointly negligent or otherwise solely or 
jointly at fault; provided, however, that a trier of fact finds Covered Entity not to be 
solely or jointly negligent or otherwise solely or jointly at fault. This indemnity shall 
not be construed to limit Covered Entity's rights, if any, to common law indemnity. 

Covered Entity shall have the option, at its sole discretion, to employ attorneys 
selected by it to defend any such action, the costs and expenses of which shall be 
the responsibility of Business Associate. Covered Entity shall provide Business 
Associate with timely notice of the existence of such proceedings and such 
information, documents and other cooperation as reasonably necessary to assist 
Business Associate in establishing a defense to such action. 

These indemnities shall survive termination of this Agreement, and Covered Entity 
reserves the right, al its option and expense, to participate in the defense of any suit 
or proceeding through counsel of its own choosing. 

2. Mitigation. If Business Associate violates this Agreement or either of the HIPAA 
Rules, Business Associate agrees to mitigate any damage caused by such breach. 

3. Rights of Proprietary Information. Covered Entity retains any and all rights to the 
proprietary information, confidential information, and PHI it releases to Business 
Associate. 

4. Survival. The respective rights and obligations of Business Associate under Section 
E.3 of this Agreement shall survive the termination of this Agreement. 
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5. Notices. Any notices pertaining to this Agreement shall be given in writing and shall 
be deemed duly given when personally delivered to a Party or a Party's authorized 
representative as listed in Section 8.7 of the agreement between the City and Grantee 
or sent by means of a reputable overnight carrier, or sent by means of certified mail, 
return receipt requested, postage prepaid. A notice sent by certified mail shall be 
deemed given on the date of receipt or refusal of receipt. 

6. Amendments. This Agreement may not be changed or modified in any manner except 
by an instrument in writing signed by a duly authorized officer of each of the Parties 
hereto. The Parties, however, agree to amend this Agreement from time to time as 
necessary, in order to allow Covered Entity to comply with the requirements of the 
HIPAA Rules. 

7. Choice of Law. This Agreement and the rights and the obligations of the Parties 
hereunder shall be governed by and construed under the laws of the State of Texas 
without regard to applicable conflict of laws principles. 

8. Assignment of Rights and Delegation of Duties. This Agreement is binding upon and 
inures to the benefit of the Parties hereto and their respective successors and permitted 
assigns. However, neither Party may assign any of its rights or delegate any of its 
obligations under this Agreement without the prior written consent of the other Party, 
which consent shall not be unreasonably withheld or delayed. Notwithstanding any 
provisions to the contrary, however, Covered Entity retains the right to assign or 
delegate any of its rights or obligations hereunder to any of its wholly owned 
subsidiaries, affiliates or successor companies. Assignments made in violation of this 
provision are null and void. 

9. Nature of Agreement. Nothing in this Agreement shall be construed to create (i) a 
partnership, joint venture or other joint business relationship between the Parties or any 
of their affiliates, (ii) any fiduciary duty owed by one Party to another Party or any of 
its affiliates, or (iii) a relationship of employer and employee between the Parties. 

10. No Waiver. Failure or delay on the part of either Party to exercise any right, power, 
privilege or remedy hereunder shall not constitute a waiver thereof. No provision of 
this Agreement may be waived by either Party except by a writing signed by an 
authorized representative of the Party making the waiver. 

11. Equitable Relief. Any disclosure of misappropriation of PHI by Business Associate in 
violation of this Agreement will cause Covered Entity irreparable harm, the amount of 
which may be difficult to ascertain. Business Associate therefore agrees that Covered 
Entity shall have the right to apply to a court of competent jurisdiction for specific 
performance and/or an order restraining and enjoining Business Associate from any 
such further disclosure or breach, and for such other relief as Covered Entity shall deem 
appropriate. Such rights are in addition to any other remedies available to Covered 
Entity at law or in equity. Business Associate expressly waives the defense that a 
remedy in damages will be adequate, and further waives any requirement in an action 
for specific performance or injunction for the posting of a bond by Covered Entity. 
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12. Severability. The provisions of this Agreement shall be severable, and if any provision 
of this Agreement shall be held or declared to be illegal, invalid or unenforceable, the 
remainder of this Agreement shall continue in full force and effect as though such 
illegal, invalid or unenforceable provision had not been contained herein. 

13. No Third Party Beneficiaries. Nothing in this Agreement shall be considered or 
construed as conferring any right or benefit on a person not a party to this Agreement 
nor imposing any obligations on either Party hereto to persons not a party to this 
Agreement. 

14. Headings. The descriptive headings of the articles, sections, subsections, exhibits and 
schedules of this Agreement are inserted for convenience only, do not constitute a part 
of this Agreement and shall not affect in any way the meaning or interpretation of this 
Agreement. 

15. Entire Agreement. This Agreement, together with all Exhibits, Riders and 
amendments, if applicable, which are fully completed and signed by authorized persons 
on behalf of both Parties from time to time while this Agreement is in effect, constitutes 
the entire Agreement between the Parties hereto with respect to the subject matter 
hereof and supersedes all previous written or oral understandings, agreements, 
negotiations, commitments, and any other writing and communication by or between 
the Parties with respect to the subject matter hereof. In the event of any inconsistencies 
between any provisions of this Agreement in any provisions of the Exhibits, Riders, or 
amendments, the provisions of this Agreement shall control. 

16. Interpretation. Any ambiguity in this Agreement shall be resolved in favor of a 
meaning that permits Covered Entity to comply with the HIPAA Rules and any 
applicable state confidentiality laws. The provisions of this Agreement shall prevail 
over the provisions of any other agreement that exists between the Parties that may 
conflict with, or appear inconsistent with, any provision of this Agreement or the 
HIP AA Rules. 

17. Regulatory References. A citation in this Agreement to the Code of Federal 
Regulations sha11 mean the cited section as that section may be amended from time to 
time. 
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Amendment No. 1 
to 

Contract No. NG 150000025 
for 

Social Services 
between 

EASTER SEALS - CENTRAL TEXAS, INC. 
and the 

CITY OF AUSTIN 

1.0 The City of Austin and the Contractor hereby agree to the contract revisions listed below. 

2.0 The total amount for this Amendment to the Contract is Sixty Thousand One Hundred Sixty 
Two dollars ($60, 162). The total Contract amount is recapped below: 

Contract 
Total Contract Term Change 

Amount Amount 

Basic Term: (Sept. 1, 2015- Sept. 30, 2018) nla $1,002,735 

Amendment No. 1 : Add funds to Contract and 
$60,162 $ 1,062,897 modify Exhibits 

3.0 The following changes have been made to the original contract EXHIBITS: 

Exhibit A.2 - Program Performance Measures is deleted in its entirety and replaced with a 
new Exhibit A.2 -- Program Performance Measures. [Revised 511212016J 

Exhibit B.1 -- Program Budget and Narrative is deleted in its entirety and replaced with a new 
Exhibit B.1 -- Program Budget and Narrative. [Revised 511212016J 

4.0 The following contract TERMS and CONDITIONS have been revised: 

Section 4.1 [Contract Amount]. The Grantee acknowledges and agrees that, notwithstanding 
any other provision of this Contract, the maximum amount payable by the City under this Contract 
for the initial thirty-seven (37) month term shall not exceed the amount approved by City Council, 
which is $1,062,897 (One Million Sixty Two Thousand Eight Hundred Ninety Seven dollars), 
and $354,299 (Three Hundred Fifty Four Thousand Two Hundred Ninety Nine dollars) per twelve 
(12) month extension option, for a total Contract amount of $2,125,794. Continuation of the 
Contract beyond the initial thirty-seven (37) months is specifically contingent upon the availability 
and allocation of funding by City Council. 

Section 4.1.2 Payment to the Grantee shall be made in the following increments: 
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4.1.2.1 For the Program Period of September 1, 2015lhrough September 30, 2016, the payment 
from the City to the Grantee shalf not exceed $354,299 {Three Hundred Fifty Four Thousand Two 
Hundred Ninety Nine dollars); 
4.1.2.2 For the Program Period of October 1, 2016 through September 30, 2017, the payment 
from the City to the Grantee shan not exceed $354,299 (Three Hundred Fifty Four Thousand Two 
Hundred Ninety Nine dollars); 
4.1.2.3 For the Program Period of OCtober 1, 2017 through September 30, 2018, the payment 
from the City to the Grantee shall not exceed $354,299 (Three HundrrKJ Fifty Four Thousand Two 
Hundr6d Ninety Nine dollars}. 

5.0 MBEIWBE goals were not established for this Contract. 

6.0 Based on the criteria In the City of Austin Uving Wage Resolution ##020509-91, the Living 
Wage requirement does not apply to this Contract. 

7.0 By signing this Amendment, the Contractor certifies that the Contractor and Its principals 
are not currvnUy suspended or debarred from doing business with the Federal 
Government, as Indicated by the Exclusion records found at SAM.gov, the State of 
Texas, or the City of Austin. 

8.0 All other Contract terms and conditions remain the same. 

BY THE SIGNATURES affixed below, this Amendment Is hereby Incorporated Into and made a part of 
the above-referenced Contract. 

coNTRACTOR 

Signature: 

E SEALS· CENTRAL TEXAS, INC. 
rvin, President & CEO 

8 Cross Park Drive, Suite 120 
Austin, TX 78754 

Date: r;-/u/fo 

CITY OF AUSTIN 

7~ 
City of Austin 
Purchasing Office 
POBox 1088 
Austin, TX 78767 

Data: Q U,. 0& -~~4 
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Easter Seals - Central Texas, Inc. Social Services 

Program Performance Measures 

Period 
Contract 

1 2 3 Term 
Start Date 10/1/2015 10/1/2016 10/1/2017 9/1/2015 
End Date 9/30/2016 9/30/2017 9/30/2018 9/30/2018 

Period 
Outputs Contract 

1 2* 3* Term** 
ID Output Measure Description 

1 Total Number of Unduplicated Clients Served 839 839 839 2355 

Outcomes Period 
Contract 

ID Outcome Measure Description 1 2* 3* Term** 

Number of households at risk of homelessness that 77 77 77 231 
maintain housing 

1A Number of households receiving assistance 85 85 85 255 

Percent of households at risk of homelessness that 90.59 90.59 90.59 90.59 
maintain housing 

Number of individuals increasing employment 180 180 180 540 
income 

2Aii Number of individuals exiting the program 225 225 225 675 

Percent of individuals increasing employment income 80 80 80 80 

Number of individuals making progress on their 1223 1223 1223 3669 
treatment plan goal(s) 

38 Number of individuals evaluated for progress on 1380 1380 1380 4140 
treatment plan goals(s) 

Percent of individuals making progress toward their 88.62 88.62 88.62 88.62 
treatment plan goals 

Number of individuals demonstrating improved life 138 138 138 414 
skill(s) 

58 Number of individuals participating in the activity 166 166 166 498 

Percent of individuals who demonstrate improved 83.13 83.13 83.13 83.13 
life skills 

* Goal Sel'lled May Include Carry-Over From Previous Period 

** Goal Sel'lled Spans Contract Term I May Not Include Carry-Over I Clients Sel'lled Must Be <or= Sum of Periods) 

Created: 3/31/20151:42:00 PM lAst Modified, If Applicable: 5/1212016 1 :39:00 PM 
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Easter Seals - Central Texas, Inc. 

Program Budget and Narrative 

1 

Period Start Date 9/1/2015 

Period End Date 9/30/2016 

Salary plus Benefit! $354,299.00 

General Operations Expenses $0.00 
Program Subcontractors $0.00 
Staff Travel $0.00 
Conferences $0.00 

Operatio11s SubTotal $0.00 

Food and Beverages for Clients $0.00 
Financial Direct Assistance to Clients $0.00 
Other Assistance Amount $0.00 

Direct Assistance SubTotal $0.00 

Capital Outlay Amount $0.00 

Total $354,299.00 
Total Period Percentage 33.33 

Period 
2 

10/1/2016 

9130/2017 

$354,299.00 

$0.00 
$0.00 
$0.00 
$0.00 

$0.00 

$0.00 
$0.00 
$0.00 

$0.00 

$0.00 

$354,299.00 
33.33 

3 

10/1/2017 

9130/2018 

$354,299.00 

$0.00 
$0.00 
$0.00 
$0.00 

$0.00 

$0.00 
$0.00 
$0.00 

$0.00 

$0.00 

$354,299.00 
33.33 

Social Services 

Contract Start 91112015 
Contract End 9/3012018 

Total 

$1 ,062,897.00 

$0.00 
$0.00 
$0.00 
$0.00 

$0.00 

$0.00 
$0.00 
$0.00 

$0.00 

$0.00 

$1,062,897.00 

Detailed Budget Narrative 

Salaries plus Benefits 

General Op Expenses 

Program Subcontractors 

Staff Travel 

Conferences 

Food and Beverage 

Financial Assistance 

Other Assistance 

Capital Outlay 

Partial salaries for the following positions are included: Housing Program Director, Housing 
Program Manager, Parenting Program Manager, Parenting Bilingual Program Coordinator, 
Program Director, Employment Program Specialist, Community Program Manager, Community 
Program Specialist, Community Program Coordinator, ECI Service Coordinator And Audiologist 
and benefits. 

Created 3/31/20151 :35:00PM Last Modified, If Applicable 511212016 1:41:00 PM 
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Solicitation No. RFP EAD0116

C I T Y   O F   A U S T I N, T E X A S
Purchasing Office

REQUEST FOR APPLICATION (RFA)

SUBMIT 1 ORIGINAL AND 6 ELECTRONIC COPIES OF YOUR RESPONSE ON A CD OR 
FLASH DRIVE

***SIGNATURE FOR SUBMITTAL REQUIRED ON PAGE 3 OF THIS DOCUMENT***

SOLICITATION NO: EAD0116

DATE ISSUED: 2/24/14

COMMODITY/SERVICE DESCRIPTION: Self Sufficiency Social 
Services

COMMODITY CODE: 95243

FOR CONTRACTUAL AND TECHNICAL 
ISSUES CONTACT THE FOLLOWING
AUTHORIZED CONTACT PERSON:

Erin D’Vincent
Senior Buyer
Phone:  (512) 972-4017
E-Mail: Erin.D’Vincent@austintexas.gov
Questions regarding the RFA shall be sent to 
CityHSRFA2014@austintexas.gov

NON-MANDATORY PRE-PROPOSAL CONFERENCE DATE AND 
TIME OPTION ONE: 3/5/14, 2 PM – 4 PM, local time

LOCATION: Rutherford Lane Campus, Building 1 Auditorium
1520 Rutherford Lane, Austin, TX 78754

NON-MANDATROY PRE-PROPOSAL CONFERENCE  DATE AND 
TIME OPTION TWO: 3/19/14, 9 AM – 11 AM, local time

LOCATION: Rutherford Lane Campus, Building 1 Auditorium
1520 Rutherford Lane, Austin, TX 78754

APPLICATION DUE PRIOR TO: 4/24/14, 11 AM, local time

APPLICATION CLOSING TIME AND DATE: 4/24/14, 11 AM, local 
time

LOCATION:  MUNICIPAL BUILDING, 124 W 8th STREET
                      RM 308, AUSTIN, TEXAS 78701

All documents shall be submitted the address below:

City of Austin, Purchasing Office
Municipal Building
124 W 8th Street, Rm 308
Austin, Texas 78701
Reception Phone:  (512) 974-2500

Please note, you should have two sealed envelopes with your Offer.  All Offers that are not submitted in separate, sealed 
envelopes or containers will not be considered. Your Offer should consist of a sealed envelope or container with your 
Threshold Review Checklist and all accompanying documents and a separate sealed envelope or container with your 

Application and electronic copies.



Solicitation No. RFP EAD0116 

This solicitation is comprised of the following required sections. Please ensure to 
carefully read each section including those incorporated by reference.  By signing this 
document, you are agreeing to all the items contained herein and will be bound to all 
terms.

SECTION 
NO.

TITLE PAGES

0100 STANDARD PURCHASE DEFINITIONS *

0200 STANDARD SOLICITATION INSTRUCTIONS *

0300 STANDARD PURCHASE TERMS AND CONDITIONS *

0400 SUPPLEMENTAL PURCHASE PROVISIONS 5

0500 SCOPE OF WORK 10

0600 PROPOSAL PREPARATION INSTRUCTIONS & EVALUATION FACTORS 14

0605 LOCAL BUSINESS PRESENCE IDENTIFICATION FORM – Complete and return 1

0610 APPLICATION THRESHOLD CHECKLIST 1

0615 CONNECTION TO THE GOALS AND CATEGORIES 1

0620 CLIENT ELGIBILITY REQUIREMENTS 4

0625 HOMELESS HOUSING HABILITY STANDARDS 1

0630 HOMELESS MANAGEMENT INFORMATION SYSTEMS 1

0635 DEFINING EVIDENCE GUIDLINE 1

0640 PROGRAM PERFORMANCE MEASURES AND GOALS 1

0645 PROGRAM STAFF POSITIONS AND TIME 1

0650 PROGRAM BUDGET AND NARRATIVE 4

0655 PROGRAM FUNDING SUMMARY 1

0800 NON-DISCRIMINATION CERTIFICATION *

0805 NON-SUSPENSION OR DEBARMENT CERTIFICATION *

0810 NON-COLLUSION, NON-CONFLICT OF INTEREST, AND ANTI-LOBBYING 
CERTIFICATION

*

0835 NONRESIDENT BIDDER PROVISIONS – Complete and return 1

* Documents are hereby incorporated into this Solicitation by reference, with the same force and 
effect as if they were incorporated in full text. The full text versions of these Sections are 
available, on the Internet at the following online address:

http://www.austintexas.gov/financeonline/vendor_connection/index.cfm#STANDARDBIDDOCUMENTS

If you do not have access to the Internet, you may obtain a copy of these Sections from the City of 
Austin Purchasing Office located in the Municipal Building, 124 West 8th Street, Room #308
Austin, Texas 78701; phone (512) 974-2500. Please have the Solicitation number available so that 
the staff can select the proper documents. These documents can be mailed, expressed mailed, or 
faxed to you. 



I agree to abide by the City's MBEIWBE Procurement Program Ordinance and Rules. In cases 
where the City has established that there are no M/WBE subcontracting goals for a solicitation, J 
agree that by submitting this offer my firm is completing all the work for the project and not 
subcontracting any portion. If any service is needed to perform the contract that my firm does not 
perform with its own workforce or supplies, I agree to contact the Small and Minority Business 
Resources Department (SMBR) at (512) 974-7600 to obtain a list of MBE and WBE firms available 
to perform the service and am Including the completed No Goals Utilization Plan with my 
submittal. This form can be found Under the Standard Bid Document Tab on the Vendor 
Connection Website: 

http://www.austintexas.gov/financeonline/vendor connection/index.cfm#ST ANDARDBIDDOC UMENTS 

If I am awarded the contract I agree to continue complying with the City's MBE/WBE Procurement 
Program Ordinance and Rules including contacting SMBR if any subcontracting Is later identified. 

The undersigned, by his/her signature, represents that he/she is submitting a binding offer and is 
authorized to bind the respondent to fully comply with the solicitation document contained herein. 
The Respondent. by submitting and signing below, acknowledges that he/she has received and 
read the entire document packet sections defined above including all documents incorporated by 
reference, and agrees to be bound by the terms therein. 

company Name: Easter Seals Central Texas 

Federal Tax ID No.: ------------------------------------------
Printed Name of Officer or Authorized Representatlve;_T_o __ d_M __ a_rv __ i_n ____________________ __ 

Title: President & CEO 

Signature of Officer or Authorized Representative:. _ _____ +-~-Ar--4,<--=----------------

E-Mail Address: tmarvin@eastersealstx.org 

Phone Number: 512-615-6801 

• Application response must be submitted with this Offer she~t to be considered for award 
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CONTRACT BETWEEN 

THE CITY OF AUSTIN 
AND 

EASTER SEALS- CENTRAL TEXAS, INC. 
FOR 

SOCIAL SERVICES 

CONTRACT NO. NG150000025 

CONTRACT AMOUNT: $1,002,735 

This Contract is made by and between the City of Austin (''the City'') acting by and through its Health and 
Human Services Department ("HHSD"), a home-rule municipality incorporated by the State of Texas, and 
Easter Seals - Central Texas, Inc. ("Contractor''), a Texas non-profit corporation, having offices at 1611 
Headway Circle, Bldg. 2, Austin, TX 78754. 

SECTION 1. GRANT OF AUTHORITY, SERVICES AND DUTIES 

1.1 Engagement of the Contractor. Subject to the general supervision and control of the City and 
subject to the provisions of the Terms and Conditions contained herein, the Contractor is engaged to 
provide the services set forth in the attached Contract Exhibits. 

1.2 Responsibilities of the Contractor. The Contractor shall provide all technical and professional 
expertise, knowledge, management, and other resources required for accomplishing all aspects of the tasks 
and associated activities identified in the Contract Exhibits. The Contractor shall assure that all Contract 
provisions are met by the Subcontractor. 

1.3 Responsibilities of the City. The City's Contract Manager will be responsible for exercising general 
oversight of the Contractor's activities in completing the Program Work Statement. Specifically, the Contract 
Manager will represent the City's interests in resolving day-to-day issues that may arise during the term of 
this Contract, shall participate regularly in conference calls or meetings for status reporting, shall promptly 
review any written reports submitted by the Contractor, and shall approve all requests for payment, as 
appropriate. The City's Contract Manager shall give the Contractor timely feedback on the acceptability of 
progress and task reports. The Contract Manager's oversight of the Contractor's activities shall be for the 
City's benefit and shall not imply or create any partnership or joint venture as between the City and the 
Contractor. 

1.4 Designation of Key Personnel. The City's Contract Manager for this Contract, to the extent stated in 
the preceding section 1.3, shall be responsible for oversight and monitoring of Contractor's 
performance under this Contract as needed to represent the City's interest in the Contractor's 
performance. 

1.4.1 The City's Contract Manager, Edna Staniszewski or designee: 

- may meet with Contractor to discuss any operational issues or the status of the services or work to 
be performed; and 

-shall promptly review all written reports submitted by Contractor, determine whether the reports 
comply with the terms of this Contract, and give Contractor timely feedback on the adequacy of 
progress and task reports or necessary additional information. 
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1.4.2 Contractor's Contract Manager, Tod Marvin, President & CEO, or designee, shall represent the 
Contractor with regard to performance of this Contract and shall be the designated point of contact 
for the City's Contract Manager. 

1.4.3 If either party replaces its Contract Manager, that party shall promptly send written notice of the 
change to the other party. The notice shall identify a qualified and competent replacement and 
provide contact information. 

SECTION 2. TERM 

2.1 Term of Contract. The Contract shall be in effect for a term of thirty seven (37) months beginning 
September 1, 2015 and ending September 30, 2018, and may be extended thereafter for up to three (3) 
additional twelve (12) month periods, subject to the approval of the Contractor and the City Purchasing 
Officer or their designee. 

2.1.1 Upon expiration of the initial term or period of extension, the Contractor agrees to hold over 
under the terms and conditions of this Contract for such a period of time as is reasonably 
necessary to re-solicit and/or complete the project (not to exceed 120 calendar days unless 
mutually agreed upon in writing). 

SECTION 3. PROGRAM WORK STATEMENT 

3.1 Contractor's Obligations. The Contractor shall fully and timely provide all services described in the 
attached Contract Exhibits in strict accordance with the terms, covenants, and conditions of the Contract 
and all applicable Federal, State, and local laws, rules, and regulations. 

SECTION 4. COMPENSATION AND REPORTING 

4.1 Contract Amount. The Contractor acknowledges and agrees that, notwithstanding any other provision 
of this Contract, the maximum amount payable by the City under this Contract for the initial thirty seven 
(37) month term shall not exceed the amount approved by City Council, which is $1,002,735 (One 
Million Two Thousand Seven Hundred Thirty Five dollars), and $334,245 (Three Hundred Thirty 
Four Thousand Two Hundred Forty Five dollars) per twelve (12) month extension option, for a total 
Contract amount of $2,005,470. Continuation of the Contract beyond the initial thirty seven (37) months 
is specifically contingent upon the availability and allocation of funding by City Council. 

4.1.1 The Contractor shall expend City funds according to the approved budget categories described in 
Exhibit B.1, Program Budget and Narrative. 

4.1.1.1 Budget Revision: The Contractor may make transfers between or among budget 
categories with the City Contract Manager's prior approval, provided that: 

i. The cumulative amount of the transfers between direct budget categories (Personnel, 
Operating Expenses, Direct Assistance and/or Equipment/Capital Outlay) is not more 
than 1 0% of the program period total -or- $50,000, whichever is less; 

ii. the transfer will not increase or decrease the total monetary obligation of the City under 
this Contract; and 

iii. the transfers will not change the nature, performance level, or scope of the program 
funded under this Contract. 

4.1.1.2 Transfers between or among budget categories in excess of 1 0% will require the City 
Contract Manager's approval, and must meet all of the conditions outlined in Section 4.1.1.1 (ii) 
and (iii) above. 

i. The CONTRACTOR must submit a Budget Revision Form to the City prior to the 
submission of the CONTRACTOR'S first monthly billing to the City following the 
transfer. 

4.1.2 Payment to the Contractor shall be made in the following increments: 
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4.1.2.1 For the Program Period of September 1, 2015 through September 30, 2016, the payment 
from the City to the Contractor shall not exceed $334,245 (Three Hundred Thirty Four Thousand 
Two Hundred Forty Five dollars); 

4.1.2.2 For the Program Period of October 1, 2016 through September 30, 2017, the payment 
from the City to the Contractor shall not exceed $334,245 (Three Hundred Thirty Four Thousand 
Two Hundred Forty Five dollars); 

4.1.2.3 For the Program Period of October 1, 2017 through September 30, 2018, the payment 
from the City to the Contractor shall not exceed $334,245 (Three Hundred Thirty Four Thousand 
Two Hundred Forty Five dollars). 

4.2 Requests for Payment. 

Payment to the Contractor shall be due thirty (30) calendar days following receipt by the City of 
Contractor's fully and accurately completed "Payment Request" and "Monthly Expenditure Report", 
using forms at http://www.ctkodm.com/austin/. The payment request and expenditure report must be 
submitted to the City no later than 5:00 p.m. Central Time fifteen (15) calendar days following the end 
of the month covered by the request and expenditure report. If the fifteenth (15th) calendar day falls 
on a weekend or holiday, as outlined in Section 8.24, the deadline to submit the payment 
request and expenditure report is extended to no later than 5:00 p.m. Central Time of the first 
(1 5t) weekday immediately following the weekend or holiday. Contractor must provide the City 
with supporting documentation for each monthly Payment Request which includes, but not 
limited to, a report of City contract expenditures generated from the Contractor's financial 
management system. Examples of appropriate supporting documentation MAY include, but are not 
limited to: 

• General Ledger Detail report from the contractor's financial management system 
• Profit & Loss Detail report from the contractor's financial management system 
• Check ledger from the contractor's financial management system 
• Payroll reports and summaries, including salary allocation reports and signed timesheets 
• Receipts and invoices 
• Copies of checks and bank statements showing transactions as cleared 

The City retains right of final approval of any supporting documentation submitted before a 
Payment Request is approved for processing. Failure to provide supporting documentation 
acceptable to the City may result in delay or rejection of the Payment Request. The City 
reserves the right to modify the required supporting documentation, as needed. 

4.2.1 Unless otherwise expressly authorized in the Contract, the Contractor shall pass through all 
Subcontract and other authorized expenses at actual cost without markup. 

4.2.2 Federal excise taxes, State taxes, or City sales taxes must not be included in the invoiced 
amount. The City will furnish a tax exemption certificate upon request. 

4.3 Payment. 

4.3.1 All requests for payment received by the City will be paid within thirty (30) calendar days of the 
City's receipt of the deliverables or of the invoice, whichever is later. Requests for payment received 
without all required information cannot be processed and will be returned to the Contractor. 

4.3.2 If payment is not timely made, (per this paragraph), interest shall accrue on the unpaid 
balance at the lesser of the rate specified in Texas Government Code Section 2251.025 or the 
maximum lawful rate; except, if payment is not timely made for a reason for which the City may 
withhold payment hereunder, interest shall not accrue until ten (1 0) calendar days after the grounds 
for withholding payment have been resolved. 

4.3.3 The City may withhold or set off the entire payment or part of any payment otherwise due the 
Contractor to such extent as may be necessary on account of; 

4.3.3.1 delivery of unsatisfactory services by the Contractor; 
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4.3.3.2 third party claims, which are not covered by the insurance which the Contractor is 
required to provide, are filed or reasonable evidence indicating probable filing of such claims; 

4.3.3.3 failure of the Contractor to pay Subcontractors, or for labor, materials or equipment, 

4.3.3.4 damage to the property of the City or the City's agents, employees or contractors, 
which is not covered by insurance required to be provided by the Contractor; 

4.3.3.5 reasonable evidence that the Contractor's obligations will not be completed within 
the time specified in the Contract, and that the unpaid balance would not be adequate to 
cover actual or liquidated damages for the anticipated delay; 

4.3.3.6 failure of the Contractor to submit proper payment requests and expenditure reports 
with all required attachments and supporting documentation; 

4.3.3.7 failure of the Contractor to comply with any material provision of the Contract; or 

4.3.4 Notice is hereby given of Article VIII, Section 1 of the Austin City Charter which prohibits the 
payment of any money to any person, firm or corporation who is in arrears to the City for taxes, and of 
§2-8-3 of the Austin City Code concerning the right of the City to offset indebtedness owed the City. 
Payment will be made by check unless the parties mutually agree to payment by electronic transfer of 
funds. 

4.4 Non-Appropriation. The awarding or continuation of this Contract is dependent upon the availability 
of funding. The City's payment obligations are payable only and solely from funds appropriated and 
available for this Contract. The absence of appropriated or other lawfully available funds shall render 
the Contract null and void to the extent funds are not appropriated or available and any deliverables 
delivered but unpaid shall be returned to the Contractor. The City shall provide the Contractor written 
notice of the failure of the City to make an adequate appropriation for any fiscal year to pay the 
amounts due under the Contract, or the reduction of any appropriation to an amount insufficient to 
permit the City to pay its obligations under the Contract. In the event of non- or inadequate 
appropriation of funds, there will be no penalty nor removal fees charged to the City. 

4.5 Travel Expenses. All approved travel, lodging, and per diem expenses in connection with the 
Contract for which reimbursement may be claimed by the Contractor under the terms of the Contract 
will be reviewed against the City's Travel Policy and the current United States General Services 
Administration Domestic Per Diem Rates (the "Rates") as published and maintained on the Internet at: 

http://www.gsa.gov/portal/category/21287 

No amounts in excess of the Travel Policy or Rates shall be paid. No reimbursement will be made for 
expenses not actually incurred. Airline fares in excess of coach or economy will not be reimbursed. 
Mileage charges may not exceed the amount permitted as a deduction in any year under the Internal 
Revenue Code or Regulation. 

4.6 Final Payment and Close-Out. 

4.6.1 The making and acceptance of final payment will constitute: 

4.6.1.1 a waiver of all claims by the City against the Contractor, except claims (1) which 
have been previously asserted in writing and not yet settled, (2) arising from defective work 
appearing after final inspection, (3) arising from failure of the Contractor to comply with the 
Contract or the terms of any warranty specified herein, regardless of when the cause for a 
claim is discovered (4) arising from the Contractor's continuing obligations under the Contract, 
including but not limited to indemnity and warranty obligations, or (5) arising under the City's 
right to audit; and 

4.6.1.2 a waiver of all claims by the Contractor against the City other than those previously 
asserted in writing and not yet settled. 

4.7 Financial Terms. 

4.7.1 The City agrees to pay Contractor for services rendered under this Contract and to 
reimburse Contractor for actual, eligible expenses incurred and billed in accordance with all terms 
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and conditions of this Contract. The City shall not be liable to Contractor for any costs incurred by 
Contractor which are not reimbursable as set forth in Section 4.8. 

4.7.2 The City's obligation to pay is subject to the timely receipt of complete and accurate reports 
as set forth in Section 4.9 and any other deliverable required under this Contract. 

4.7.3 Payments to the Contractor will immediately be suspended upon the occasion of any late, 
incomplete, or inaccurate report, audit, or other required report or deliverable under this Contract, 
and payments will not be resumed until the Contractor is in full compliance. 

4.7.4 The City shall not be liable to Contractor for any costs which have been paid under other 
agreements or from other funds. In addition, the City shall not be liable for any costs incurred by 
Contractor which were: a) incurred prior to the effective date of this Contract, or b) not billed to the 
City within sixty (60) calendar days following termination date of this Contract. 

4.7.5 Contractor agrees to refund to the City any funds paid under this Contract which the City 
determines have resulted in overpayment to Contractor or which the City determines have not been 
spent by Contractor in accordance with the terms of this Contract. Refunds shall be made by 
Contractor within thirty (30) calendar days after a written refund request is submitted by the City. The 
City may, at its discretion, offset refunds due from any payment due Contractor, and the City may 
also deduct any loss, cost, or expense caused by Contractor from funds otherwise due. 

4.7.6 Contractor shall deposit and maintain all funds received under this Contract in either a 
separate numbered bank account or a general operating account, either of which shall be supported 
with the maintenance of a separate accounting with a specific chart which reflects specific revenues 
and expenditures for the monies received under this Contract. The Contractor's accounting system 
must identify the specific expenditures, or portions of expenditures, against which funds under this 
Contract are disbursed. 

4.7.7 Contractor is required to utilize an online contract management system for billing and reporting 
in accordance with the City's guidelines, policies, and procedures. Contractor is responsible for all 
data entered/edited under its unique username, as well as all required but omitted data. 

4.7.8 Contractor shall expend the City budget in a reasonable manner in relation to contract time 
elapsed and/or contract program service delivery schedule. If cumulative expenditures are not within 
acceptable amounts, the City may require the Contractor to: 1) submit an expenditure plan, and/or 2) 
amend the contract budget amount to reflect projected expenditures, as determined by the City. 

4.8 Allowable and Unallowable Costs. 

The City shall make the final determination of whether a cost is allowable or unallowable under this 
Contract. 

4.8.1 Reimbursement Only. Expenses and/or expenditures shall be considered reimbursable only 
if incurred during the current Program Period identified in Section 4.1.2, directly and 
specifically in the performance of this Contract, and in conformance with the Contract 
Exhibits. Contractor agrees that, unless otherwise specifically provided for in this Contract, 
payment by the City under the terms of this Contract is made on a reimbursement basis only; 
Contractor must have incurred and paid costs prior to those costs being invoiced and 
considered allowable under this Contract and subject to payment by the City. 

4.8.2 To be allowable under this Contract, a cost must meet all of the following general criteria: 

1. Be reasonable for the performance of the activity under the Contract. 
2. Conform to any limitations or exclusions set forth in this Contract. 
3. Be consistent with policies and procedures that apply uniformly to both government

financed and other activities of the organization. 
4. Be determined and accounted in accordance with generally accepted accounting 

principles (GAAP). 
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5. Be adequately documented. 

4.8.3 The City's prior written authorization is required in order for the following to be considered 
allowable costs. Inclusion in the budget within this Contract constitutes "written 
authorization". The item shall be specifically identified in the budget. 

1. Alteration, construction, or relocation of facilities 
2. Depreciation. 
3. Equipment and other capital expenditures. 
4. Interest, other than mortgage interest as part of a pre-approved budget under this 

Contract 
5. Organization costs (costs in connection with the establishment or reorganization of an 

organization) 
6. Public relations costs, except reasonable, pre-approved advertising costs related 

directly to services provided under this Contract 
7. Purchases of tangible, nonexpendable property, including fax machines, stereo 

systems, cameras, video recorder/players, microcomputers, software, printers, 
microscopes, oscilloscopes, centrifuges, balances and incubator, or any other item 
having a useful life of more than one year and an acquisition cost, including freight, of 
over five thousand dollars ($5,000) 

8. Selling and marketing 
9. Travel/training outside Travis County 

4.8.4 The following types of expenses are specifically not allowable with City funds under this 
Contract: 

1. Alcoholic beverages 
2. Bad debts 
3. Compensation of trustees, directors, officers, or advisory board members, other than 

those acting in an executive capacity 
4. Contingency provisions (funds) . (Self-insurance reserves and pension funds are 

allowable.) 
5. Defense and prosecution of criminal and civil proceedings, claims, appeals and patent 

infringement 
6. Deferred costs 
7. Donations and contributions including donated goods or space 
8. Entertainment costs 
9. Fines and penalties (including late fees) 
1 0. Fundraising and development costs 
11. Goods or services for officers' or employees' personal use 
12. Housing and personal living expenses for organization's officers or employees 
13. Idle facilities and idle capacity 
14. Litigation-related expenses (including personnel costs) in action(s) naming the City as 

a Defendant 
15. Lobbying or other expenses related to political activity 
16. Losses on other agreements or contracts or casualty losses 
17. Taxes, other than payroll and other personnel-related levies 

4.9 Reports. 

4.9.1 Contractor must submit a fully and accurately completed "Payment Request" and "Monthly 
Expenditure Report" to the City's Contract Manager using the forms shown at 
http://www.ctkodm.com/austin/ by the deadline outlined in section 4.2. Contractor must provide 
complete and accurate supporting documentation. Upon receipt and approval by the City of each 
complete and accurate Payment Request and Monthly Expenditure Report, the City shall process 
payment to the Contractor of an amount equal to the City's payment obligations, subject to deduction 
for any unallowable costs. 
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4.9.2 Contractor shall submit a quarterly performance report using the format and method specified 
by the City no later than fifteen (15) calendar days following each calendar quarter. If the fifteenth (151h) 
calendar day falls on a weekend or holiday, as outlined in Section 8.24, the deadline to submit the 

• quarterly performance report is extended to no later than 5:00 p.m. Central Time of the first (1 51
) 

weekday immediately following the weekend or holiday. Contractor shall provide complete and 
accurate supporting documentation upon request by City. Payment Requests will not be approved if 
any accurate and complete performance report, including any required documentation, is past due. 
Performance reports on a frequency other than quarterly may be required by the City based upon 
business needs. 

4.9.3 An annual Contract Progress Report, using the forms shown at http://www.ctkodm.com/austinl, 
shall be completed by the Contractor and submitted to the City within sixty (60) calendar days following 
the end of each Program Period identified in section 4.1.2. 

4.9.4 A Contract Closeout Summary report using the forms shown at http://www.ctkodm.com/austinl 
shall be completed by the Contractor and submitted to the City within sixty (60) calendar days following 
the expiration or termination of this Contract. Any encumbrances of funds incurred prior to the date of 
termination of this Contract shall be subject to verification by the City. Upon termination of this 
Contract, any unused funds, unobligated funds, rebates, credits, or interest earned on funds received 
under this Contract shall be returned to the City. 

4.9.5 Contractor shall provide the City with a copy of the completed Administrative and Fiscal Review 
(AFR) using the forms shown at http://www.ctkodm.com/austin/, and required AFR Attachments, 
including a copy of the Contractor's completed Internal Revenue Service Form 990 or 990EZ (Return of 
Organization Exempt from Income Tax) if applicable, for each calendar year no later than May 31st of 
each year. If Contractor filed a Form 990 or Form 990EZ extension request, Contractor shall provide 
the City with a copy of that application of extension of time to file (IRS Form 2758) within thirty (30) 
days of filing said form(s), and a copy of the final IRS Form 990 document(s) immediately upon 
completion. 

4.9.6 Contractor shall provide other reports required by the City to document the effective and 
appropriate delivery of services as outlined under this Contract as required by the City. 

4.1 0 Contractor Policies and Procedures. Contractor shall maintain written policies and procedures 
approved by its governing body and shall make copies of all policies and procedures available to the 
City upon request. At a minimum, written policies shall exist in the following areas: Financial 
Management; Subcontracting and/or Procurement; Equal Employment Opportunity; Personnel and 
Personnel Grievance; Nepotism; Non-Discrimination of Clients; Client Grievance; Drug Free 
Workplace; the Americans With Disabilities Act; and Criminal Background Checks. 

4.11 Monitoring and Evaluation. 

4.11.1 Contractor agrees that the City or its designee may carry out monitoring and evaluation 
activities to ensure adherence by the Contractor and Subcontractors to the Program Work 
Statement, Program Performance Measures, and Program Budget, as well as other provisions of 
this Contract. Contractor shall fully cooperate in any monitoring or review by the City and further 
agrees to designate a staff member to coordinate monitoring and evaluation activities. 

4.11.2 The City expressly reserves the right to monitor client-level data related to services provided 
under this contract. If the Contractor asserts that client-level data is legally protected from disclosure 
to the City, a specific and valid legal reference to this assertion must be provided. 

4.11 .3 Contractor shall provide the City with copies of all evaluation or monitoring reports received 
from other funding sources during the Contract Term within twenty (20) working days following the 
receipt of the final report. 
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4.11.4 Contractor shall keep on file copies of all notices of Board of Directors meetings, 
Subcommittee or Advisory Board meetings, and copies of approved minutes of those meetings. 

4.12 Financial Audit of Contractor. 

4.12.1 In the event Contractor expends $750,000 or more in a year in federal awards, Contractor 
shall have a single or program specific audit conducted in accordance with Chapter 200, Subpart F, 
of Title 2 of the Code of Federal Regulations as required by the Single Audit Act of 1984, as 
amended (Single Audit Act), and shall submit to the City a complete set of audited financial 
statements and the auditor's opinion and management letters in accordance with Chapter 200, 
Subpart F, of Title 2 of the Code of Federal Regulations and any guidance issued by the federal 
Office of Management and Budget covering Contractor's fiscal year until the end of the term of this 
Contract. 

4.12.2 If Contractor is not subject to the Single Audit Act, and expends seven hundred fifty thousand 
dollars ($750,000) or more during the Contractor's fiscal year, then Contractor shall have a full 
financial audit performed. If less than seven hundred fifty thousand dollars ($750,000) is expended, 
then a financial review is acceptable, pursuant to the requirements of this Contract. 

4.12.3 Contractor shall contract with an independent auditor utilizing a Letter of Engagement. The 
auditor must be a Certified Public Accountant recognized by the regulatory authority of the State of 
Texas. 

4.12.4 Contractor must submit one (1) Board-approved, bound hard copy of a complete financial 
audit report or financial review, to include the original auditor opinion, within one hundred eighty 
(180) calendar days of the end of Contractor's fiscal year, unless alternative arrangements are 
approved in writing by the City. The financial audit report/financial review must include the 
Management Letter if one was issued by the auditor. Contractor may not submit electronic copies 
of financial audit reports/financial reviews to the City. Financial audit reports/financial reviews must 
be provided in hard copy, and either mailed or hand-delivered to the City. 

4.12.5 The City will contact the independent auditor to verify: 

i. That the auditor completed the financial audit report/financial review received from the 
Contractor; 

ii. That the auditor presented the financial audit report/financial review to the Contractor's 
Board of Directors or a committee of the Board, and; 

iii. The date the financial audit report/financial review was presented to the Contractor's Board 
of Directors or a committee of the Board. 

4.12.6 The City will contact the Board Chair to verify that the auditor presented the financial audit 
report/financial review to the Contractor's Board of Directors or a committee of the Board. 

i. Contractor's Board Chair must submit a signed and dated copy of the HHSD Board 
Certification form to the City as verification. 

ii. In lieu of the Board Certification form, Contractor must submit a signed and copy of the 
approved Board meeting minutes to the City, indicating the following: 
a) The Board of Directors, or a committee of the Board, has met with the independent 

auditor; 
b) The Board of Directors has authorized and accepted the financial audit report/financial 

review. 

A signed and dated copy of the HHSD Board Certification form, or approved and signed Board 
minutes reflecting acceptance of the financial audit report/financial review will be due to the City 
within forty-five (45) days after the audit is due to the City. Board minutes regarding approval of the 
Contractor's financial audit report/financial review will be verified with the Contractor's Board Chair. 
The City will deem the financial audit report/financial review incomplete if Contractor fails to submit 
either the Board Certification form or the Board minutes as required by this section 4.12.6. 
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4.12.7 The inclusion of any Findings or a Going Concern Uncertainty, as defined by Chapter 200, 
Subpart F, of Title 2 of the Code of Federal Regulations and Generally Accepted Auditing Standards 
(GAAS), in a Contractor's audit requires the creation and submission to the City of a corrective 
action plan formally approved by the Contractor's governing board. The plan must be submitted to 
the City within 60 days after the audit is due to the City. Failure to submit an adequate plan to the 
City may result in the immediate suspension of funding. If adequate improvement related to the 
audit findings is not documented within a reasonable period of time, the City may provide additional 
technical assistance, refer the Agreement to the City Auditor for analysis, or move to terminate the 
Agreement as specified in Section 5 of the Agreement. 

4.12.8 The expiration or termination of this Contract shall in no way relieve the Contractor of the 
audit requirement set forth in this Section. 

4.12.9 Right To Audit By Office of City Auditor. 

4.12.9.1 Contractor agrees that the representatives of the Office of the City Auditor, or other 
authorized representatives of the City, shall have access to, and the right to audit, examine, 
and copy any and all records of the Contractor related to the performance under this 
Agreement during normal business hours (Monday- Friday, 8 am- 5 pm). In addition to 
any other rights of termination or suspension set forth herein, the City shall have the right to 
immediately suspend the Agreement, upon written notice to Contractor, if Contractor fails to 
cooperate with this audit provision. The Contractor shall retain all such records for a period 
of five (5) years after the expiration or early termination of this Agreement or until all audit 
and litigation matters that the City has brought to the attention of the Contractor are 
resolved, whichever is longer. The Contractor agrees to refund to the City any 
overpayments disclosed by any such audit. 

4.12.9.2 Contractor shall include this audit requirements in any subcontracts entered into in 
connection with this Agreement. 

4.13 Ownership of Property. 

4.13.1 Ownership title to all capital acquisition, supplies, materials or any other property purchased 
with funds received under this Contract and in accordance with the provisions of the Contract, is 
vested with the City and such property shall, upon termination of the Contract, be delivered to the 
City upon request. 

4.13.2 Written notification must be given to the City within five (5) calendar days of delivery of 
nonexpendable property (defined as anything that has a life or utility of more than one (1) year and 
an acquisition cost, including freight, of over five thousand dollars ($5,000)) in order for the City to 
effect identification and recording for inventory purposes. Contractor shall maintain adequate 
accountability and control over such property, maintain adequate property records, perform an 
annual physical inventory of all such property, and report this information in the annual Contract 
Progress Report, due sixty (60) days after the end of each Program Period, as well as in the 
Closeout Summary Report, due sixty (60) days after the end of the Contract Term. 

4.13.3 In the event Contractor's services are retained under a subsequent agreement, and should 
Contractor satisfactorily perform its obligations under this Contract, Contractor shall be able to retain 
possession of non-expendable property purchased under this Contract for the duration of the 
subsequent agreement. 

4.13.4 Property purchased with City funds shall convey to Contractor two (2) years after purchase, 
unless notified by the City in writing. 

SECTION 5. TERMINATION 
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5.1 Right To Assurance. Whenever one party to the Contract in good faith has reason to question the 
other party's intent to perform, demand may be made to the other party for written assurance of the 
intent to perform. In the event that no assurance is given within the time specified after demand is 
made, the demanding party may treat this failure as an anticipatory repudiation of the Contract. 

5.2 Default. The Contractor shall be in default under the Contract if the Contractor (a) fails to fully, timely 
and faithfully perform any of its material obligations under the Contract, (b) fails to provide adequate 
assurance of performance under the "Right to Assurance paragraph herein, (c) becomes insolvent or 
seeks relief under the bankruptcy laws of the United States or (d) makes a material misrepresentation 
in Contractor's Offer, or in any report or deliverable required to be submitted by Contractor to the City. 

5.3 Termination For Cause. In the event of a default by the Contractor, the City shall have the right to 
terminate the Contract for cause, by written notice effective ten (1 0) calendar days, unless otherwise 
specified, after the date of such notice, unless the Contractor, within such ten (1 0) day period, cures 
such default, or provides evidence sufficient to prove to the City's reasonable satisfaction that such 
default does not, in fact, exist. The City may place Contractor on probation for a specified period of 
time within which the Contractor must correct any non-compliance issues. Probation shall not normally 
be for a period of more than nine (9) months, however, it may be for a longer period, not to exceed 
one (1) year depending on' the circumstances. If the City determines the Contractor has failed to 
perform satisfactorily during the probation period, the City may proceed with suspension. In the event 
of a default by the Contractor, the City may suspend or debar the Contractor in accordance with the 
"City of Austin Purchasing Office Probation, Suspension and Debarment Rules for Vendors" and 
remove the Contractor from the City's vendor list for up to five (5) years and any Offer submitted by 
the Contractor may be disqualified for up to five (5) years. In addition to any other remedy available 
under law or in equity, the City shall be entitled to recover all actual damages, costs, losses and 
expenses, incurred by the City as a result of the Contractor's default, including, without limitation, cost 
of cover, reasonable attorneys' fees, court costs, and prejudgment and post-judgment interest at the 
maximum lawful rate. All rights and remedies under the Contract are cumulative and are not exclusive 
of any other right or remedy provided by law. 

5.4 Termination Without Cause. The City shall have the right to terminate the Contract, in whole or in 
part, without cause any time upon thirty (30) calendar days prior written notice. Upon receipt of a 
notice of termination, the Contractor shall promptly cease all further work pursuant to the Contract, 
with such exceptions, if any, specified in the notice of termination. The City shall pay the Contractor, 
to the extent of funds appropriated or otherwise legally available for such purposes, for all goods 
delivered and services performed and obligations incurred prior to the date of termination in 
accordance with the terms hereof. 

5.5 Fraud. Fraudulent statements by the Contractor on any Offer or in any report or deliverable required 
to be submitted by the Contractor to the City shall be grounds for the termination of the Contract for 
cause by the City and may result in legal action. 

SECTION 6. OTHER DELIVERABLES 

6.1 Insurance. The following insurance requirements apply. 

6.1.1 General Requirements 

City of Austin 

6.1.1.1 The Contractor shall at a m1mmum carry insurance in the types and amounts 
indicated herein for the duration of the Contract and during any warranty period. 

6.1.1.2 The Contractor shall provide a Certificate of Insurance as verification of coverages 
required below to the City at the below address prior to contract execution and within fourteen 
(14) calendar days after written request from the City. 
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City of Austin 

6.1.1.3 The Contractor must also forward a Certificate of Insurance to the City whenever a 
previously identified policy period has expired, or an extension option or holdover period is 
exercised, as verification of continuing coverage. 

6.1.1.4 The Contractor shall not commence work until the required insurance is obtained and 
has been reviewed by the City. Approval of insurance by the City shall not relieve or decrease 
the liability of the Contractor hereunder and shall not be construed to be a limitation of liability 
on the part of the Contractor. 

6.1.1.5 The Contractor must maintain and make available to the City, upon request, 
certificates of insurance for all Subcontractors. 

6.1.1.6 The Contractor's and all subcontractors' insurance coverage shall be written by 
companies licensed to do business in the State of Texas at the time the policies are issued 
and shall be written by companies with A.M. Best ratings of B+VII or better. The City will 
accept workers' compensation coverage written by the Texas Workers' Compensation 
Insurance Fund. 

6.1.1.7 All endorsements naming the City as additional insured, waivers, and notices of 
cancellation endorsements as well as the Certificate of Insurance shall contain the 
Contractor's email address, and shall be mailed to the following address: 

City of Austin 
Health and Human Services Department 
ATTN: Community Based Resources 
P. 0. Box 1088 
Austin, Texas 78767 

6.1.1.8 The "other'' insurance clause shall not apply to the City where the City is an additional 
insured shown on any policy. It is intended that policies required in the Contract, covering 
both the City and the Contractor, shall be considered primary coverage as applicable. 

6.1.1.9 If insurance policies are not written for amounts specified, the Contractor shall carry 
Umbrella or Excess Liability Insurance for any differences in amounts specified. If Excess 
Liability Insurance is provided, it shall follow the form of the primary coverage. 

6.1.1.1 0 The City shall be entitled, upon request, at an agreed upon location, and without 
expense, to review certified copies of policies and endorsements thereto and may make any 
reasonable requests for deletion or revision or modification of particular policy terms, 
conditions, limitations, or exclusions except where policy provisions are established by law or 
regulations binding upon eith~r of the parties hereto or the underwriter on any such policies. 

6.1.1.11 The City reserves the right to review the insurance requirements set forth during the 
effective period of the Contract and to make reasonable adjustments to insurance coverage, 
limits, and exclusions when deemed necessary and prudent by the City based upon changes 
in statutory law, court decisions, the claims history of the industry or financial condition of the 
insurance company as well as the Contractor. 

6.1.1.12 The Contractor shall not cause any insurance to be canceled nor permit any 
insurance to lapse during the term of the Contract or as required in the Contract. 

6.1.1.13 The Contractor shall be responsible for premiums, deductibles and self-insured 
retentions, if any, stated in policies. All deductibles or self-insured retentions shall be 
disclosed on the Certificate of Insurance. 

6.1.1.14 The Contractor shall endeavor to provide the City thirty (30) calendar days written 
notice of erosion of the aggregate limits below occurrence limits for all applicable coverages 
indicated within the Contract. 
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6.1.2 Specific Coverage Requirements. The Contractor shall at a minimum carry insurance in 
the types and amounts indicated below for the duration of the Contract, including extension options 
and hold over periods, and during any warranty period. These insurance coverages are required 
minimums and are not intended to limit the responsibility or liability of the Contractor. 

City of Austin 

6.1.2.1 Commercial General Liability Insurance. The minimum bodily injury and property 
damage per occurrence are $500,000* for coverages A (Bodily Injury and Property Damage) 
and B (Personal and Advertising Injuries). The policy shall contain the following provisions 
and endorsements. 

6.1.2.1.1 Blanket contractual liability coverage for liability assumed under the 
Contract and all other Contracts related to the project 

6.1.2.1.2 Independent Contractor's Coverage 

6.1.2.1.3 Products/Completed Operations Liability for the duration of the 
warranty period 

6.1.2.1.4 Waiver of Subrogation, Endorsement CG 2404, or equivalent coverage 

6.1.2.1.5 Thirty (30) calendar days Notice of Cancellation, Endorsement CG 
0205, or equivalent coverage 

6.1.2.1.6 The City of Austin listed as an additional insured, Endorsement CG 
201 0, or equivalent coverage 

6.1.2.1.7 If care of a child is provided outside the presence of a legal guardian or 
parent, Contractor shall provide coverage for sexual abuse and 
molestation for a minimum limit of $500,000 per occurrence. 

6.1 .2.1.8 The policy shall be endorsed to cover injury to a child while the child is 
in the care of the Contractor or Subcontractor. 

* Supplemental Insurance Requirement. If eldercare, childcare, or housing for 
clients is provided, the required limits shall be $1 ,000,000 per occurrence. 

6.1.2.2 Business Automobile Liability Insurance. 

Minimum limits: $500,000 combined single limit per occurrence for all owned, hired 
and non-owned autos 

a. If any form of transportation for clients is provided, coverage for all owned, non
owned, and hired vehicles shall be maintained with a combined single limit of 
$1 ,000,000 per occurrence. 

b. If no client transportation is provided but autos are used within the scope of work, 
and there are no agency owned vehicles, evidence of Personal Auto Policy 
coverage from each person using their auto may be provided. The following limits 
apply for personal auto insurance: $1 00,000/$300,000/$1 00,000. 

All policies shall contain the following endorsements: 

6.1.2.2.1. 

6.1.2.2.2. 

Waiver of Subrogation, Endorsement TE 2046A, or equivalent 
coverage 

Thirty (30) calendar days Notice of Cancellation, Endorsement TE 
0202A, or equivalent coverage 
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City of Austin 

6.1.2.2.3 The City of Austin listed as an additional insured, Endorsement TE 
9901 B, or equivalent coverage 

6.1.2.3 Worker's Compensation and Employers' Liability Insurance. Coverage shall be 
consistent with statutory benefits outlined in the Texas Worker's Compensation Act (Section 
401 ). The minimum policy limits for Employer's Liability are $100,000 bodily injury each 
accident, $500,000 bodily injury by disease policy limit and $1 00,000 bodily injury by disease 
each employee. The policy shall contain the following provisions and endorsements: 

6.1.2.3.1 The Contractor's policy shall apply to the State of Texas 

6.1.2.3.2 Waiver of Subrogation, Form WC 420304, or equivalent coverage 

6.1.2.3.3 Thirty (30) calendar days Notice of Cancellation, Form WC 420601, or 
equivalent coverage 

6.1.2.4 Professional Liability Insurance. 

6.1.2.4.1 Contractor shall provide coverage at a minimum limit of $500,000 per 
claim to pay on behalf of the assured all sums which the assured shall become 
legally obligated to pay as damages by reason of any negligent act, error, or 
omission arising out of the performance of professional services under this 
Contract. 

6.1.2.4.2 If coverage is written on a claims-made basis, the retroactive date shall 
be prior to or coincident with the date of the Contract and the certificate of 
insurance shall state that the coverage is claims-made and indicate the retroactive 
date. This coverage shall be continuous and will be provided for twenty-four (24) 
months following the completion of the Contract. 

6.1.2.5 Blanket Crime Policy Insurance. A Blanket Crime Policy shall be required with 
limits equal to or greater than the sum of all Contract funds allocated by the City. Acceptance 
of alternative limits shall be approved by Risk Management. 

6.1.2.6 Directors and Officers Insurance. Directors and Officers Insurance with a 
minimum of not less than $1,000,000 per claim shall be in place for protection from claims 
arising out of negligent acts, errors or omissions for directors and officers while acting in their 
capacities as such. If coverage is underwritten on a claims-made basis, the retroactive date 
shall be coincident with or prior to the date of the Contract and the certificate of insurance 
shall state that the coverage is claims made and the retroactive date. The coverage shall be 
continuous for the duration of the Contract and for not less than twenty-four (24) months 
following the end of the Contract. Coverage, including renewals, shall have the same 
retroactive date as the original policy applicable to the Contract or evidence of prior acts or an 
extended reporting period acceptable to the City may be provided. The Contractor shall, on 
at least an annual basis, provide the City with a certificate of insurance as evidence of such 
insurance. 

6.1.2.7 Property Insurance. If the Contract provides funding for the purchase of property 
or equipment the Contractor shall provide evidence of all risk property insurance for a value 
equivalent to the replacement cost of the property or equipment. 

6.1.2.8 Endorsements. The specific insurance coverage endorsements specified above, 
or their equivalents must be provided. In the event that endorsements, which are the 
equivalent of the required coverage, are proposed to be substituted for the required 
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coverage, copies of the equivalent endorsements must be provided for the City's review and 
approval. 

6.1.2.9 Certificate. The following statement must be shown on the Certificate of Insurance. 

"The City of Austin is an Additional Insured on the general liability and the auto liability 
policies. A Waiver of Subrogation is issued in favor of the City of Austin for general liability, 
auto liability and workers compensation policies." 

6.2 Equal Opportunity. 

6.2.1.1 Equal Employment Opportunity. No Contractor or Contractor's agent shall engage in 
any discriminatory employment practice as defined in Chapter 5-4 of the City Code. No Bid 
submitted to the City shall be considered, nor any Purchase Order issued, or any Contract awarded 
by the City unless the Contractor has executed and filed with the City Purchasing Office a current 
Non-Discrimination Certification. The Contractor shall sign and return the Non-Discrimination 
Certification attached hereto as Exhibit C. Non-compliance with Chapter 5-4 of the City Code may 
result in sanctions, including termination of the Contract and the Contractor's suspension or 
debarment from participation on future City contracts until deemed compliant with Chapter 5-4. Any 
Subcontractors used in the performance of this contract and paid with City funds must comply with 
the same nondiscrimination requirements as the Contractor. 

6.2.2 Americans With Disabilities Act (ADA) Compliance. No Contractor, or Contractor's 
agent shall engage in any discriminatory employment practice against individuals with disabilities as 
defined in the ADA. 

6.3 Inspection of Premises. The City has the right to enter Contractor's and Subcontractor's work 
facilities and premises during Contractor's regular work hours, and Contractor agrees to facilitate a 
review of the facilities upon reasonable request by the City. 

6.4 Rights to Proposal and Contractual Material. All material submitted by the Contractor to the City 
shall become property of the City upon receipt. Any portions of such material claimed by the 
Contractor to be proprietary must be clearly marked as such. Determination of the public nature of 
the material is subject to the Texas Public Information Act, Chapter 552, Texas Government Code. 

6.5 Publications. All published material and written reports submitted under the Contract must be 
originally developed material unless otherwise specifically provided in the Contract. When material 
not originally developed is included in a report in any form, the source shall be identified. 

SECTION 7. WARRANTIES 

7.1 Authority. Each party warrants and represents to the other that the person signing this Contract on 
its behalf is authorized to do so, that it has taken all action necessary to approve this Contract, and 
that this Contract is a lawful and binding obligation of the party. 

7.2 Performance Standards. Contractor warrants and represents that all services provided under this 
Contract shall be fully and timely performed in a good and workmanlike manner in accordance with 
generally accepted community standards and, if applicable, professional standards and practices. 
Contractor may not limit, exclude, or disclaim this warranty or any warranty implied by law, and any 
attempt to do so shall be without force or effect. If the Contractor is unable or unwilling to perform its 
services in accordance with the above standard as required by the City, then in addition to any other 
available remedy, the City may reduce the amount of services it may be required to purchase under 
the Contract from the Contractor, and purchase conforming services from other sources. In such 
event, the Contractor shall pay to the City upon demand the increased cost, if any, incurred by the City 
to procure such services from another source. Contractor agrees to participate with City staff to 
update the performance measures. 
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SECTION 8. MISCELLANEOUS 

8.1 Criminal Background Checks. Contractor and Subcontractor(s) agree to perform a criminal 
background check on individuals providing direct client service in programs designed for children 
under eighteen (18) years of age, seniors 55 years of age and older, or persons with Intellectual and 
Developmental Disabilities (IDD). Contractor shall not assign or allow an individual to provide direct 
client service in programs designed for children under eighteen (18) years of age, seniors 55 years of 
age and older, or persons with IDD if the individual would be barred from contact under the applicable 
program rules established by Title 40 of the Texas Administrative Code. 

8.2 Compliance with Health, Safety, and Environmental Regulations. The Contractor, its 
Subcontractors, and their respective employees, shall comply fully with all applicable federal, state, 
and local health, safety, and environmental laws, ordinances, rules and regulations in the performance 
of the services, including but not limited to those promulgated by the City and by the Occupational 
Safety and Health Administration (OSHA). In case of conflict, the most stringent safety requirement 
shall govern. The Contractor shall indemnify and hold the City harmless from and against all claims, 
demands, suits, actions, judgments, fines, penalties and liability of every kind arising from the breach 
of the Contractor's obligations under this paragraph. 

8.2.1 The Contractor or Subcontractor(s) seeking an exemption for a food enterprise permit fee must 
present this signed and executed social services contract upon request to the City. (Source: 
City of Austin Ordinance 20051201-013) 

8.3 Stop Work Notice. The City may issue an immediate Stop Work Notice in the event the Contractor is 
observed performing in a manner that the City reasonably believes is in violation of Federal, State, or 
local guidelines, or in a manner that is determined by the City to be unsafe to either life or property. 
Upon notification, the Contractor will cease all work until notified by the City that the violation or unsafe 
condition has been corrected. The Contractor shall be liable for all costs incurred by the City as a 
result of the issuance of such Stop Work Notice. 

8.4 Indemnity. 

8.4.1 Definitions: 

8.4.1.1 "Indemnified Claims" shall include any and all claims, demands, suits, causes of 
action, judgments and liability of every character, type or description, including all reasonable 
costs and expenses of litigation, mediation or other alternate dispute resolution mechanism, 
including attorney and other professional fees for: 

8.4.1.1.1 damage to or loss of the property of any person (including, but not limited 
to the City, the Contractor, their respective agents, officers, employees and 
subcontractors; the officers, agents, and employees of such subcontractors; and 
third parties); and/or; 

8.4.1.1.2 death, bodily injury, illness, disease, worker's compensation, loss of 
services, or loss of income or wages to any person (including but not limited to the 
agents, officers and employees of the City, the Contractor, the Contractor's 
subcontractors, and third parties), 

8.4.1.2 "Fault" shall include the sale of defective or non-conforming deliverables, negligence, 
willful misconduct, or a breach of any legally imposed strict liability standard. 

8.4.2 THE CONTRACTOR SHALL DEFEND (AT THE OPTION OF THE CITY), INDEMNIFY, AND HOLD THE CITY, ITS 

SUCCESSORS, ASSIGNS, OFFICERS, EMPLOYEES AND ELECTED OFFICIALS HARMLESS FROM AND AGAINST ALL 

INDEMNIFIED CLAIMS DIRECTLY ARISING OUT OF, INCIDENT TO, CONCERNING OR RESULTING FROM THE FAULT 

OF THE CONTRACTOR, OR THE CONTRACTOR'S AGENTS, EMPLOYEES OR SUBCONTRACTORS, IN THE 
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PERFORMANCE OF THE CONTRACTOR'S OBLIGATIONS UNDER THE CONTRACT. NOTHING HEREIN SHALL BE 

DEEMED TO LIMIT THE RIGHTS OF THE CITY OR THE CONTRACTOR (INCLUDING, BUT NOT LIMITED TO, THE 

RIGHT TO SEEK CONTRIBUTION) AGAINST ANY THIRD PARTY WHO MAY BE LIABLE FOR AN INDEMNIFIED CLAIM. 

8.5 Claims. If any claim, demand, suit, or other action is asserted against the Contractor which arises 
under or concerns the Contract, or which could have a material adverse affect on the Contractor's 
ability to perform hereunder, the Contractor shall give written notice thereof to the City within ten (1 0) 
calendar days after receipt of notice by the Contractor. Such notice to the City shall state the date of 
notification of any such claim, demand, suit, or other action; the names and addresses of the 
claimant(s); the basis thereof; and the name of each person against whom such claim is being 
asserted. Such notice shall be delivered personally or by mail and shall be sent to the City and to the 
Austin City Attorney. Personal delivery to the City Attorney shall be to City Hall, 301 West 2nd Street, 
41

h Floor, Austin, Texas 78701, and mail delivery shall be to P.O. Box 1088, Austin, Texas 78767. 

8.6 Business Continuity. Contractor warrants that it has adopted a business continuity plan that 
describes how Contractor will continue to provide services in the event of an emergency or other 
unforeseen event, and agrees to maintain the plan on file for review by the City. Contractor shall 
provide a copy of the plan to the City's Contract Manager upon request at any time during the term of 
this Contract, and the requested information regarding the Business Continuity Plan shall appear in the 
annual Administrative and Fiscal Review document. Contractor also agrees to participate in the City's 
Emergency Preparedness and Response Plan and other disaster planning processes. 

8.7 Notices. Unless otherwise specified, all notices, requests, or other communications required or 
appropriate to be given under the Contract shall be in writing and shall be deemed delivered three (3) 
business days after postmarked if sent by U.S. Postal Service Certified or Registered Mail, Return 
Receipt Requested. Notices delivered by other means shall be deemed delivered upon receipt by the 
addressee. Routine communications may be made by first class mail, email, or other commercially 
accepted means. Notices to the City and the Contractor shall be addressed as follows: 

To the City: 

City of Austin, Health and 
Human Services Department 
Community Services Division 

ATTN: Stephanie Hayden, 
Assistant Director 

7201 Levander Loop, Bldg. H 

Austin, TX 78702 

To the Contractor: With copy to: 

Easter Seals - Central Texas, City of Austin Health and Human 
Inc. Services Dept. 

ATTN: Tad Marvin, President 
&CEO 

1611 Headway Circle, Bldg. 2 

Austin, TX 78754 

ATTN: Shannon Jones, 
Director 

7201 Levander Loop, Bldg. E 

Austin, TX 78702 

8.8 Confidentiality. In order to provide the deliverables to the City, Contractor may require access to 
certain of the City's and/or its licensors' confidential information (including inventions, employee 
information, trade secrets, confidential know-how, confidential business information, and other 
information which the City or its licensors consider confidential) (collectively, "Confidential Information"). 
Contractor acknowledges and agrees that the Confidential Information is the valuable property of the 
City and/or its licensors and any unauthorized use, disclosure, dissemination, or other release of the 
Confidential Information will substantially injure the City and/or its licensors. The Contractor (including 
its employees, subcontractors, agents, or representatives) agrees that it will maintain the Confidential 
Information in strict confidence and shall not disclose, disseminate, copy, divulge, recreate, or 
otherwise use the Confidential Information without the prior written consent of the City or in a manner 
not expressly permitted under this Contract, unless the Confidential Information is required to be 
disclosed by law or an order of any court or other governmental authority with proper jurisdiction, 
provided the Contractor promptly notifies the City before disclosing such information so as to permit the 
City reasonable time to seek an appropriate protective order. The Contractor agrees to use protective 
measures no less stringent than the Contractor uses within its own business to protect its own most 
valuable information, which protective measures shall under all circumstances be at least reasonable 
measures to ensure the continued confidentiality of the Confidential Information. 
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8.9 Advertising. Where such action is appropriate as determined by the City, Contractor shall publicize the 
activities conducted by the Contractor under this Agreement. Any news release, sign, brochure, or 
other advertising medium including websites disseminating information prepared or distributed by or for 
the Contractor shall recognize the City as a funding source and include a statement that indicates that 
the information presented does not officially represent the opinion or policy position of the City. 

8.1 0 No Contingent Fees. The Contractor warrants that no person or selling agency has been employed or 
retained to solicit or secure the Contract upon any agreement or understanding for commission, 
percentage, brokerage, or contingent fee, excepting bona fide employees of bona fide established 
commercial or selling agencies maintained by the Contractor for the purpose of securing business. For 
breach or violation of this warranty, the City shall have the right, in addition to any other remedy 
available, to cancel the Contract without liability and to deduct from any amounts owed to the 
Contractor, or otherwise recover, the full amount of such commission, percentage, brokerage or 
contingent fee. 

8.11 Gratuities. The City may, by written notice to the Contractor, cancel the Contract without liability if it is 
determined by the City that gratuities were offered or given by the Contractor or any agent or 
representative of the Contractor to any officer or employee of the City with a view toward securing the 
Contract or securing favorable treatment with respect to the awarding or amending or the making of 
any determinations with respect to the performing of such contract. In the event the Contract is 
canceled by the City pursuant to this provision, the City shall be entitled, in addition to any other rights 
and remedies, to recover or withhold the amount of the cost incurred by the Contractor in providing 
such gratuities. 

8.12 Prohibition Against Personal Interest in Contracts. No officer, employee, independent consultant, 
or elected official of the City who is involved in the development, evaluation, or decision-making 
process of the performance of any solicitation shall have a financial interest, direct or indirect, in the 
Contract resulting from that solicitation. Any willful violation of this section shall constitute impropriety 
in office, and any officer or employee guilty thereof shall be subject to disciplinary action up to and 
including dismissal. Any violation of this provision, with the knowledge, expressed or implied, of the 
Contractor shall render the Contract voidable by the City. 

8.13 Independent Contractor. The Contract shall not be construed as creating an employer/employee 
relationship, a partnership, or a joint venture. The Contractor's services shall be those of an 
independent contractor. The Contractor agrees and understands that the Contract does not grant any 
rights or privileges established for employees of the City. 

8.14 Assignment-Delegation. The Contract shall be binding upon and enure to the benefit of the City and 
the Contractor and their respective successors and assigns, provided however, that no right or 
interest in the Contract shall be assigned and no obligation shall be delegated by the Contractor 
without the prior written consent of the City. Any attempted assignment or delegation by the Contractor 
shall be void unless made in conformity with this paragraph. The Contract is not intended to confer 
rights or benefits on any person, firm or entity not a party hereto; it being the intention of the parties 
that there be no third party beneficiaries to the Contract. 

8.15 Waiver. No claim or right arising out of a breach of the Contract can be discharged in whole or in part 
by a waiver or renunciation of the claim or right unless the waiver or renunciation is supported by 
consideration and is in writing signed by the aggrieved party. No waiver by either the Contractor or the 
City of any one or more events of default by the other party shall operate as, or be construed to be, a 
permanent waiver of any rights or obligations under the Contract, or an express or implied acceptance 
of any other existing or future default or defaults, whether of a similar or different character. 

8.16 Modifications. The Contract can be modified or amended only by a written, signed agreement by 
both parties. No pre-printed or similar terms on any Contractor invoice, order, or other document shall 
have any force or effect to change the terms, covenants, and conditions of the Contract. 
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8.17 Interpretation. The Contract is intended by the parties as a final, complete and exclusive statement 
of the terms of their agreement. No course of prior dealing between the parties or course of 
performance or usage of the trade shall be relevant to supplement or explain any term used in the 
Contract. Although the Contract may have been substantially drafted by one party, it is the intent of the 
parties that all provisions be construed in a manner to be fair to both parties, reading no provisions 
more strictly against one party or the other. Whenever a term defined by the Uniform Commercial 
Code, as enacted by the State of Texas, is used in the Contract, the UCC definition shall control, 
unless otherwise defined in the Contract. 

8.18 Dispute Resolution. 

8.18.1 If a dispute arises out of or relates to the Contract, or the breach thereof, the parties agree to 
negotiate prior to prosecuting a suit for damages. However, this section does not prohibit the filing of 
a lawsuit to toll the running of a statute of limitations or to seek injunctive relief. Either party may 
make a written request for a meeting between representatives of each party within fourteen (14) 
calendar days after receipt of the request or such later period as agreed by the parties. Each party 
shall include, at a minimum, one (1) senior level individual with decision-making authority regarding 
the dispute. The purpose of this and any subsequent meeting is to attempt in good faith to negotiate a 
resolution of the dispute. If, within thirty (30) calendar days after such meeting, the parties have not 
succeeded in negotiating a resolution of the dispute, they will proceed directly to mediation as 
described below. Negotiation may be waived by a written agreement signed by both parties, in which 
event the parties may proceed directly to mediation as described below. 

8.18.2 If the efforts to resolve the dispute through negotiation fail, or the parties waive the negotiation 
process, the parties may select, within thirty (30) calendar days, a mediator trained in mediation skills 
to assist with resolution of the dispute. Should they choose this option, the City and the Contractor 
agree to act in good faith in the selection of the mediator and to give consideration to qualified 
individuals nominated to act as mediator. Nothing in the Contract prevents the parties from relying on 
the skills of a person who is trained in the subject matter of the dispute or a contract interpretation 
expert. If the parties fail to agree on a mediator within thirty (30) calendar days of initiation of the 
mediation process, the mediator shall be selected by the Travis County Dispute Resolution Center 
(DRC). The parties agree to participate in mediation in good faith for up to thirty (30) calendar days 
from the date of the first mediation session. The City and the Contractor will share the mediator's fees 
equally and the parties will bear their own costs of participation such as fees for any consultants or 
attorneys they may utilize to represent them or otherwise assist them in the mediation. 

8.19 Minority And Women Owned Business Enterprise (MBEIWBE) Procurement Program 

MBE/WBE goals do not apply to this Contract. 

8.20 Living Wage Policy 

[Reserved] 

8.21 Subcontractors. 

8.21.1 Work performed for the Contractor by a Subcontractor shall be pursuant to a written contract 
between the Contractor and Subcontractor. The terms of the subcontract may not conflict with the 
terms of the Contract, and shall contain provisions that: 

City of Austin 

8.21.1.1 require that all deliverables to be provided by the Subcontractor be provided in strict 
accordance with the provisions, specifications and terms of the Contract. The City may 
require specific documentation to confirm Subcontractor compliance with all aspects of this 
Contract. 

8.21.1.2 prohibit the Subcontractor from further subcontracting any portion of the Contract 
without the prior written consent of the City and the Contractor. The City may require, as a 
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condition to such further subcontracting, that the Subcontractor post a payment bond in form, 
substance and amount acceptable to the City; 

8.21.1.3 require Subcontractors to submit all requests for payment and applications for 
payments, including any claims for additional payments, damages or otherwise, to the 
Contractor in sufficient time to enable the Contractor to include the same with its invoice or 
application for payment to the City in accordance with the terms of the Contract; 

8.21.1.4 require that all Subcontractors obtain and maintain, throughout the term of their 
contract, insurance in the type and amounts specified for the Contractor, with the City being a 
named insured as its interest shall appear; and 

8.21.1.5 require that the Subcontractor indemnify and hold the City harmless to the same 
extent as the Contractor is required to indemnify the City. 

8.21.2 The Contractor shall be fully responsible to the City for all acts and omissions of the 
Subcontractors just as the Contractor is responsible for the Contractor's own acts and omissions. 
Nothing in the Contract shall create for the benefit of any such Subcontractor any contractual 
relationship between the City and any such Subcontractor, nor shall it create any obligation on the part 
of the City to pay or to see to the payment of any moneys due any such Subcontractor except as may 
otherwise be required by law. 

8.21.3 The Contractor shall pay each Subcontractor its appropriate share of payments made to the 
Contractor not later than ten days after receipt of payment from the City. 

8.22 Jurisdiction And Venue. The Contract is made under and shall be governed by the laws of the State 
of Texas, including, when applicable, the Uniform Commercial Code as adopted in Texas, V.T.C.A., 
Bus. & Comm. Code, Chapter 1, excluding any rule or principle that would refer to and apply the 
substantive law of another state or jurisdiction. All issues arising from this Contract shall be resolved 
in the courts of Travis County, Texas and the parties agree to submit to the exclusive personal 
jurisdiction of such courts. The foregoing, however, shall not be construed or interpreted to limit or 
restrict the right or ability of the City to seek and secure injunctive relief from any competent authority 
as contemplated herein. 

8.23 Invalidity. The invalidity, illegality, or unenforceability of any provision of the Contract shall in no way 
affect the validity or enforceability of any other portion or provision of the Contract. Any void provision 
shall be deemed severed from the Contract and the balance of the Contract shall be construed and 
enforced as if the Contract did not contain the particular portion or provision held to be void. The 
parties further agree to reform the Contract to replace any stricken provision with a valid provision that 
comes as close as possible to the intent of the stricken provision. The provisions of this section shall 
not prevent this entire Contract from being void should a provision which is the essence of the 
Contract be determined to be void. 

8.24 Holidays. The following holidays are observed by the City: 

HOLIDAY DATE OBSERVED 

New Year's Day January 1 

Martin Luther King, Jr's Birthday Third Monday in January 

President's Day Third Monday in February 

Memorial Day Last Monday in May 

Independence Day July4 

Labor Day First Monday in September 

Veteran's Day November 11 

Thanksgiving Day Fourth Thursday in November 
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Friday after Thanksgiving Friday after Thanksgiving 

Christmas Eve December 24 

Christmas Day December25 

If a Legal Holiday falls on Saturday, it will be observed on the preceding Friday. If a 
Legal Holiday falls on Sunday, it will be observed on the following Monday. 

8.25 Survivability of Obligations. All provisions of the Contract that impose continuing obligations on the 
parties, including but not limited to the warranty, indemnity, and confidentiality obligations of the 
parties, shall survive the expiration or termination of the Contract. 

8.26 Non-Suspension or Debarment Certification. The City is prohibited from contracting with or 
making prime or sub-awards to parties that are suspended or debarred or whose principals are 
suspended or debarred from Federal, State, or City of Austin Contracts. By accepting a contract with 
the City, the Contractor certifies that its firm and its principals are not currently suspended or debarred 
from doing business with the Federal Government, as indicated by the Exclusions records at 
SAM.gov, the State of Texas, or the City of Austin. 

In witness whereof, the parties have caused duly authorized representatives to execute this Contract on the 
dates set forth below. 

EASTER SEALS· CENTRAL TEXAS, INC. 

~gnatu¥= 
Name:~~~~~--~~----~'------

PnntedName 

Title: C:!::f;2 
Date: &/?/( _) 

EXHIBITS 

Exhibit A- Program Forms 

A.1 Program Work Statement 
A.2 Program Performance Measures 
A.3 Client Eligibility Requirements 

Exhibit B - Program Budget Forma 
B.1 Program Budget and Narrative 

CITY OF AU~ 

Signature: ---t~....!....::;H/1<.......,~::..-... ... ..-=->===--.--==--==---

Name: ~ *""B£ S'cMtlc\-W 
P CHASING OFFICE 

Date:_ 'J.........,_/t._L{-1/...L( ~C _ ___ _ 
r ' 

Exhibit C - Equal Employment/Fair Housing Office/Non-Discrimination Certification 
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Easter Seals - Central Texas, Inc. Social Services 

Program Work Statement 

Contract Start Date 9/1/2015 Contract End Date 9/30/2018 

Program Goals And Objectives 

The goal of this program is to provide essential health services for lower income people with disabilities as well as connecting 
clients with services to meet their basic needs. ESCT provides a variety of services which include: accessible home 
modifications and affordable housing; case management and care coordination; job training and support; parenting education 
and support; audiology services; early childhood intervention; independent living skills and support. 

Program Clients Served 

Easter Seals Central Texas' program's target population includes persons of all ages, who are residents of Austin with any 
physical, intellectual, emotion, and/or mental disability. Clients are low-oncome individuals and families as defined by Federal 
Poverty Level guidelines of at or below 200% FPL 

Program Services And Delivery 
• Housing Service - Provides rental and utility assistance, down payment assistance and accessibility modifications. All 
services are provided at all times, funding permitting, to low income individuals with disabilities or families of someone with a 
disability. ESCT Housing Services staff works with government housing agencies, private lenders, realtors and other 
organizations to offer funding for down payment assistance. In addition, ESCT has partnerships with local contractors to 
provide accessibility modifications to homes at no cost to the home owner. Through contracts with TDHCA, ESCT offers 
rental assistance vouchers for income eligible individuals with disabilities. 
• Early Childhood Intervention (ECI)- The Easter Seals Central Texas Early Childhood Intervention (ECI) program serves 
babies and toddlers, aged birth to 36 months, with developmental delays or disabilities. Easter Seals' staff of early childhood 
specialists, therapists, social workers, and other professionals work in homes, childcare facilities, and other community 
settings to conduct evaluations and provide therapy and case management services to children and their families. Service 
coordination with other agencies is provided at no cost and is an essential component for integrating services around family
centered goals. Services offered through ECI are: developmental services, physical, occupational, and speech therapy, family 
education, counseling services, screenings and assessments, and activities to prepare children for the "next step" in their 
development. Families and staff work as a team to develop individualized plans of care for children and their families. ECI 
services are delivered Monday through Friday, times vary based on client need and staff availability. 
• Employment Services- Provides professional development and job placement through wrap around services such as 
counseling, case management, digital literacy, and employment training. Employment consultants work with clients who have 
been referred by OARS and local businesses to match our clients with a job. Employment Consultants also provide follow 
along support for clients who have been stable in their job for more than 90 days. By offering work place support and 
continued contact with clients, the program strives to foster success in long-term employment. ESCT also has an assistive 
technology lab where clients have access to computers and asslstive technology to gain computer skills and explore their 
community and expand their world via the internet. The lab is open during business hours. 
• Parenting Services-The PST program includes supportive one-on-one sessions, group parent education, parent and sibling 
support groups, topic-focused workshops with expert presenters, monthly play groups and fun annual events. Each program 
area strives to implement evidence-based practices in areas where parents have identified a need exists. Additionally, the 
PST program collaborates with the Austin Independent School District to present the monthly Family Support Cooperative 
meetings throughout the academic school year. All programs are scheduled ahead of time and implemented by the Program 
Manager, Therapists as needed, and volunteers. 
• Independent Living Services-ESCT's Independent Living program provides support to adults with disabilities with the goal 
of helping them maintain as much independence as possible in their chosen living arrangements . Classes are led by a 
Community Services Specialist or special guests and happen every Wednesday from Bam through lunch. The program is 
flexible and geared to the individual needs of clients. Independent Living Clients learn about various aspects of living 
independently, including fitness, wellness, social skills, digital literacy, cooking techniques and activities available to them in 
the Austin community. Cl ients in this program have direct access to transportation and Follow Along services to maintain 
employment. 
• Audiology Services-At Easter Seals Central Texas, clients receive a diagnostic hearing evaluation, an assessment of 
communication needs, and a plan which may include referral for other rehabilitative services (e.g. speech therapy), medical 
evaluation, and/or assistive device fitting (including hearing aids). Easter Seals Central Texas offers state of the art hearing 
aids at a reasonable cost. All Audiology services are performed by licensed audiologists. 

System for Collecting and Reporting Program Data 

Created 3/2712015 /0:48:00AM lAst Modified, If Applicable 313112015 4:17:00 PM 
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Easter Seals - Central Texas, Inc. Social Services 

Program Work Statement 

Contract Start Date 9/1/2015 Contract End Date 9/30/2018 

ESCT requires all clients complete intake forms to determine eligibility per City of Austin requirements. All ECI clients must 
have either a documented medical diagnosis on file or a documented developmental delay as determined by an inter
disciplinary team which includes a licensed therapist. Administrative support staff enters client information into a digital 
database and/or maintains a hard copy of the file . Client progress towards outcome goals is documented in the client files to 
be used during reporting periods. 

Performance Evaluation 
The Executive Team and the Board of Directors have agreed upon metrics for which the organization and each program 
should be measured against. These metrics are based on grants and contracts as well as well as our different program 
models. Metrics are gathered from program staff and turned in to the Executive Team each month to be input into our 
balanced scorecard template. The scorecard is updated monthly to show successes, progress, and areas in need of 
improvement. The current and all past scorecards are available for staff to view at any time. The executive team updates the 
Board of Directors quarterly on the progress of the organization and the board is able to address concerns and make 
recommendations at their meetings. Board recommendations are implemented by program staff with the support of the 
executive team. 

Quality Improvement 
Easter Seals Central Texas operates a Quality Improvement program that consists of utilization review, peer review, quality 
assurance, and quality improvement. As soon as any issues in strategy or service delivery are noted, they are taken to the 
Utilization Review Committees, Executive Team, or Board of Directors. Any of the aforementioned groups will review issues, 
make recommendations in order to overcome the problem, and evaluate effectiveness of corrective actions. 

Service Coordination with Other Agencies 
Easter Seals Central Texas participates in many informal partnerships with other organizations such as Any Baby Can, Safe 
Place, local school districts, People's Community Clinic, Austin Transition Center, the Basic Needs Council, and other local 
agencies that provide on-going supports to better coordinate services for our clients and their families. 

Easter Seals Central Texas has contracted with local, state, and federal government entities and local agencies including 
OARS, City of Austin, Travis County, Texas Councils for Developmental Disabilities, Accessible Housing Austin!, Texas 
Department of Housing and Community Affairs, TIBH (Texas Industries of the Blind and Handicapped), Texas Parks and 
Wildlife, UT Technology program and Capital Metro Transit Authority. 

Service Collaboration with Other Agencies 

N/A 

Community Planning Activities 
Easter Seals Central Texas Staff serve on a number of councils and committees including but not limited to: The Ending 
Community Homelessness Coalition (ECHO), Texas Nonprofit Council, Community Advancement Network, Intellectual & 
Developmental Disabilities Alliance of Central Texas, One Voice Central Texas, Health Benefits Task Force, Greater Austin 
Chamber of Commerce, Coalition of Texans with Disabilities, Greater Austin Hispanic Chamber of Commerce, Intellectual & 
Developmental Disabilities Work Group, Integrated Care Collaboration Travis-Williamson Service Committee, People's 
Community Clinic, GOALS Advisory Committee, Trauma -Informed Care Consortium, United Way Family Support Network, 
Connections Networking Austin, Williamson County Chamber of Commerce, Employment First Task Force, InterAgency 
Council. 

Created 3/2712015 10:48:00AM Last Modified, If Applicable 3/31/2015 4:17:00 PM 
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Easter Seals - Central Texas, Inc. Social Services 

Program Performance Measures 

Period 
Contract 

1 2 3 Term 
Start Date 10/1/2015 10/1/2016 10/1/2017 9/1/2015 
End Date 9/30/2016 9/30/2017 9/30/2018 9/30/2018 

Period 

Outputs Contract 
1 2 3 Term 

ID Output Measure Description 

I Total Number of Unduplicated Clients Served 1856 1025 1014 3695 

Outcomes Period 
Contract 

ID Outcome Measure Description 
I 2 3 Term 

Number of households at risk of homelessness that 77 77 77 231 
maintain housing 

1A Number of households receiving assistance 85 85 85 255 

Percent of households at risk of homelessness that 90.59 90.59 90.59 90.59 
maintain housing 

Number of individuals increasing employment 180 180 180 540 
income 

2Aii Number of individuals exiting the program 225 225 225 675 

Percent of individuals increasing employment income 80 80 80 80 

Number of individuals making progress on their 1223 1223 1223 3669 
treatment plan goal(s) 

38 Number of individuals evaluated for progress on 1380 1380 1380 4140 
treatment plan goals(s) 

Percent of individuals making progress toward their 88.62 88.62 88.62 88.62 
treatment plan goals 

Number of individuals demonstrating improved life 138 138 138 414 
skill(s) 

58 Number of individuals participating in the activity 166 166 166 498 

Percent of individuals who demonstrate improved 83.13 83.13 83.13 83.13 
life skills 

Created: 3/31/2015 1:42:00 PM Last Modified, If Applicable: 
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City of Austin Health and Human Services 
Social Service Contracts 

Client Eligibility Requirements 

UNLESS OTHERWISE STATED IN THE CONTRACT WORK STATEMENT, THESE REQUIREMENTS APPLY TO ALL CLIENTS SERVED 

WITH CITY SOCIAL SERVICES FUNDING. 

GENERAL 

);;- Eligibility requirements for clients served under grant contracts will be determined by the grantor. 

);;- Agency must maintain a record of client eligibility (e.g. client file or electronic record) that includes 
documentation of: 

• Annual certification of client eligibility 

• Services provided to client 

);;- Agency must recertify client when notified of a change in family circumstances (e.g. family income, residence, 
and/or family composition) 

,. Unless specified by Grant/Funding Source, re-certification of clients is required not less than once every 12 
months (unless required earlier by a change in family circumstances) 

);;- Homeless clients: 

• If the program eligibility requires homeless status, the residency requirements and income requirements 
do not apply 

• Homeless status must be documented by a signed (1) Homeless Eligibility Form or Homeless Self
Declaration Form and (2) entry into Homeless Management Information System (HMIS) database. These 
forms must be developed by the agency and be approved by the City contract manager. 

~ Other Client populations: 

• Clients in programs serving victims of violence are not subject to residency or income requirements 

• Eligibility exceptions for any other type of clients and/or documentation situations must be described in 
Contract Work Statement 

);;- Date of receipt by agency must be indicated on all documentation in client file 

IDENTITY 

~ Client must provide proof of identity in order to receive City-funded services, documented by: 

• A government -issued identification; or 

• A signed Self-Declaration of Identity supported by client residency documentation 

RESIDENCY 

);;- City-funded clients must be a· resident of the City of Austin (Full Purpose Jurisdiction) and/or Travis County 

• Residence must be documented by proof of address that includes client name (e.g. City utility bill, lease, 
letter from landlord, etc.) 

• Residency eligibility must be verified by one or more of the following sources: 

• Austin GIS Jurisdictions Web Map (http://www.austintexas.gov/gis/JurisdictionsWebMap/) 

• Travis County Appraisal District website (http://www.traviscad.org) 

Exhibit A.3- Client Eligibility Requirements Page 1 of 3 



City of Austin Health and Human Services 
Social Service Contracts 

Client Eligibility Requirements 

• U.S. Postal Service website (verification of County only) (www.usps.com) 

INCOME 

);- Client intake form must reflect wages/income of all family members 18 years old or older living in the 
household 

);- Determination of Family Size: 

• For the purposes of determining eligibility for City-funded services, a family unit consists of: 

• A person living alone: 

An adult living alone 

A minor child living alone or with others who are not responsible for the child's support 

• Two or more persons living together who are wholly or partially responsible for the support of the 
other person/people: 

Two persons in a domestic partnership, or legal or common-law marriage 

One or both legal parents and minor children 

One or both adult caretakers of minors and the caretaker(s)'s minor children. Note: a caretaker is 
one or both adults(s) who performs parental functions (provision of food, clothing, shelter, and 
supervision) for a minor. 

;. Family income must be 200% or less of current Federal Poverty Income Guidelines (FPIG) to be eligible for 
City-funded services; agency must update its FPIG categories when Federal figures change. Income 
inclusions and exclusions are based on Texas Administrative Code §5.19 and are as follows: 

(1) Included Income: 
(A) Temporary Assistance for Needy Families (TANF); 
(B) Money, wages and salaries before any deductions; 
(C) Net receipts from non-farm or farm self-employment (receipts from a person's own business or from 

an owned or rented farm after deductions for business or farm expenses); 
(D) Regular payments from social security, including Social Security Disability Insurance (SSDI) and 

Supplemental Security Income (SSI); 
(E) Railroad retirement; 
(F) Unemployment compensation; 
(G) Strike benefits from union funds; 
(H) Worker's compensation; 
(I) Training stipends; 
(J) Alimony; 
(K) Military family allotments; 
(L) Private pensions; 
(M) Government employee pensions (including military retirement pay); 
(N) Regular insurance or annuity payments; and 
(0) Dividends, interest, net rental income, net royalties, periodic receipts from estates or trusts; and net 

gambling or lottery winnings. 

(2) Excluded Income: 
(A) Capital gains; any assets drawn down as withdrawals from a bank; 
(8) The sale of property, a house, or a car; 
(C) One-time payments from a welfare agency to a family or person who is in temporary financial 

difficulty; 
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City of Austin Health and Human Services 
Social Service Contracts 

Client Eligibility Requirements 

(D) Tax refunds, gifts, loans, and lump-sum inheritances; 
(E) One-time insurance payments or compensation for injury; 
(F) Non-cash benefits, such as the employer-paid or union-paid portion of health insurance or other 

employee fringe benefits; 
(G) Food or housing received in lieu of wages; 
(H) The value of food and fuel produced and consumed on farms; 
(I) The imputed value of rent from owner-occupied non-farm or farm housing; 
(J) Federal non-cash benefit programs as Medicare, Medicaid, Food Stamps, and school lunches; 
(K) Housing assistance and combat zone pay to the military; 
(L) Veterans (VA) Disability Payments; 
(M) College scholarships, Pell and other grant sources, assistantships, fellowships and work study, VA 

Education Benefits (GI Bill); and 
(N) Child support payments. 

);> Client income amounts must reflect Gross Income, before any deductions 

,_ If any adult family member has no income, a Self-Declaration of No Income form is required for that individual 

,. Income documentation requirement: 

•:• Programs providing financial assistance to or on behalf of clients (including but not limited to rent, utilities, 
arrears, child care, tuition, occupational training): the client file must include primary eligibility sources; 
declaration of eligibility for another program (e.g., TANF, Free/Reduced/School Lunch Program) is not 
adequate documentation of eligibility 

•:• Programs which do not provide financial assistance to or on behalf of clients: the client file must include 
primary eligibility sources or a self-declaration of income form 

Any question about eligibility criteria not addressed here or for which the contractor needs clarification 
must be referred to the contractor's City contract manager. The City has final authority to declare an 
individual eligible or not eligible for City-funded services based on the criteria in this document. 
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Easter Seals - Central Texas, Inc. 

Program Budget and Narrative 

Period Start Date 

Period End Date 

Salary plus Benefits 

General Operations Expenses 

Program Subcolltractors 

Staff Travel 

Conferences 

Operations SubTotal 

Food and Bel·eragesfor Clients 

Financial Direct Assistance to Cliems 

Other Assistance Amoullt 

Direct Assillance SubTotal 

Capital Outlay Amount 

Total 

Total Period Percentage 

1 

9/1/2015 

9/30/2016 

$334,245.00 

$0.00 
$0.00 
$0.00 
$0.00 

$0.00 

$0.00 
$0.00 
$0.00 

$0.00 

$0.00 

$334,245.00 
33.33 

Period 
2 

10/1/2016 

9/30/2017 

$334,245.00 

$0.00 
$0.00 
$0.00 
$0.00 

$0.00 

$0.00 
$0.00 
$0.00 

$0.00 

$0.00 

$334,245.00 
33.33 

Detailed Budget Narrative 

3 

10/1/2017 

9/30/2018 

$334,245.00 

$0.00 
$0.00 
$0.00 
$0.00 

$0.00 

$0.00 
$0.00 
$0.00 

$0.00 

$0.00 

$334,245.00 
33.33 

Social Services 

Contract Start 9/112015 
Contract End 9/3012018 

Total 

$1,002,735.00 

$0.00 
$0.00 
$0.00 
$0.00 

$0.00 

$0.00 
$0.00 
$0.00 

$0.00 

$0.00 

$1,002,735.00 

Salaries plus Benefits Partial salaries for the following positions are included: Housing Program Director. Housing 
Program Manager, Parenting Program Manager. Pareming Bilingual Program Coordinator, 
Program Director, Employment Program Specialist. Community Program Manager, Community 
Program Specialist. Community Program Coordinator. ECI Sen•ice Coordinator and Audiologist 

General Op Expenses 

Program Subcontractors 

Staff Travel 

Conferences 

Food and Beverage 

Financial Assistance 

Other Assistance 

Capital Outlay 

Created 3131120/51:35:00PM 
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City of Austin, Texas 
EQUAL EMPLOYMENT/FAIR HOUSING OFFICE 

NON-DISCRIMINATION CERTIFICATION 

City of Austin, Texas 
Human Rights Commission 

To: City of Austin, Texas, ("OWNER") 

I hereby certify that our firm conforms to the Code of the City of Austin, Section 5-4-2 as reiterated below: 

Chapter 5-4. Discrimination in Employment by City Contractors. 

Sec. 4-2 Discriminatory Employment Practices Prohibited. As an Equal Employment Opportunity 
(EEO) employer, the Contractor will conduct its personnel activities in accordance with established 
federal, state and local EEO laws and regulations and agrees: 

(B) (1) Not to engage in any discriminatory employment practice defined in this chapter. 

(2) To take affirmative action to ensure that applicants are employed, and that employees are 
treated during employment, without discrimination being practiced against them as defined in 
this chapter. Such affirmative action shall include, but not be limited to: all aspects of 
employment, including hiring, placement, upgrading, transfer, demotion, recruitment, 
recruitment advertising; selection for training and apprenticeship, rates of pay or other form of 
compensation, and layoff or termination. 

(3) To post in conspicuous places, available to employees and applicants for employment, 
notices to be provided by OWNER setting forth the provisions of this chapter. 

(4) To state in all solicitations or advertisements for employees placed by or on behalf of the 
Contractor, that all qualified applicants will receive consideration for employment without 
regard to race, creed, color, religion, national origin, sexual orientation, gender identity, 
disability, veteran status, sex or age. 

(5) To obtain a written statement from any labor union or labor organization furnishing labor or 
service to Contractors in which said union or organization has agreed not to engage in any 
discriminatory employment practices as defined in this chapter and to take affirmative action 
to implement policies and provisions of this chapter. 

(6) To cooperate fully with OWNER's Human Rights Commission in connection with any 
investigation or conciliation effort of said Human Rights Commission to ensure that the 
purpose of the provisions against discriminatory employment practices are being carried out. 

(7) To require compliance with provisions of this chapter by all subcontractors having fifteen or 
more employees who hold any subcontract providing for the expenditure of $2,000 or more in 
connection with any contract with OWNER subject to the terms of this chapter. 

For the purposes of this Offer and any resulting Contract, Contractor adopts the provisions of the City's 
Minimum Standard Nondiscrimination Policy set forth below. 

City of Austin 
Minimum Standard Non-Discrimination in Employment Policy: 

As an Equal Employment Opportunity (EEO) employer, the Contractor will conduct its personnel 
activities in accordance with established federal, state and local EEO laws and regulations. 

The Contractor will not discriminate against any applicant or employee based on race, creed, color, 
national origin, sex, age, religion, veteran status, gender identity, disability, or sexual orientation. 
This policy covers all aspects of employment, including hiring, placement, upgrading, transfer, 
demotion, recruitment, recruitment advertising, selection for training and apprenticeship, rates of 
pay or other forms of compensation, and layoff or termination. 

Further, employees who experience discrimination, sexual harassment, or another form of 
harassment should immediately report it to their supervisor. If this is not a suitable avenue for 
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addressing their complaint, employees are advised to contact another member of management or 
their human resources representative. No employee shall be discriminated against, harassed, 
intimidated, nor suffer any reprisal as a result of reporting a violation of this policy. Furthermore, any 
employee, supervisor, or manager who becomes aware of any such discrimination or harassment 
should immediately report it to executive management or the human resources office to ensure that 
such conduct does not continue. 

Contractor agrees that to the extent of any inconsistency, omission, or conflict with its current non
discrimination employment policy, the Contractor has expressly adopted the provisions of the City's 
Minimum Non-Discrimination Policy contained in Section 5-4-2 of the City Code and set forth 
above, as the Contractor's Non-Discrimination Policy or as an amendment to such Policy and such 
provisions are intended to not only supplement the Contractor's policy, but will also supersede the 
Contractor's policy to the extent of any conflict 

UPON CONTRACT AWARD, THE CONTRACTOR SHAU PROVIDE A COPY TO THE CITY OF 
THE CONTRACTOR'S NON-DISCRIMINATION POLICY ON COMPANY LETIERHEAD, WHICH 
CONFORMS IN FORM, SCOPE, AND CONTENT TO THE CITY'S MINIMUM NON
DISCRIMINATION POLICY, AS SET FORTH HEREIN, OR THIS NON-DISCRIMINATION POLICY, 
WHICH HAS BEEN ADOPTED BY THE CONTRACTOR FOR ALL PURPOSES (THE FORM OF 
WHICH HAS BEEN APPROVED BY THE CITY'S EQUAL EMPLOYMENT/FAIR HOUSING OFFICE), 
WILL BE CONSIDERED THE CONTRACTOR'S NON-DISCRIMINATION POLICY WITHOUT THE 
REQUIREMENT OF A SEPARATE SUBMITIAL. 

Sanctions: 
Our firm understands that non-compliance with Chapter 5-4 may result in sanctions, Including 
termination Qf the contract and suspensi9n or debarment from participation in future Ci1y contracts 
until deemed compliant with the requirements of Chapter 5-4. 

Term: 
The Contractor agrees that this Section 0800 Non-Discrimination Certificate or the Contractor's 
separate conforming policy, which the Contractor has executed and filed with the Owner, will remain 
in force and effect for one year from the date of filing. The Contractor further agrees that, in 
consideration of the receipt of continued Contract payments, the Contractor's Non-Discrimination 
Policy will automatically renew from year-to-year for the term of the underlying Contract. 

Dated this 2 f!i day of ~ , .:Z () / ~ 
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CITY OF AUSTIN 
PURCHASING OFFICE 

SUPPLEMENTAL PURCHASE PROVISIONS 
 

Section 0400 Supplemental Purchasing Provisions  Page 1 of 5 

The following Supplemental Purchasing Provisions apply to this solicitation: 
 

1. EXPLANATIONS OR CLARIFICATIONS: (reference paragraph 5 in Section 0200) 
 

All requests for explanations or clarifications must be submitted in writing to 
CityHSRFA2014@austintexas.gov by 4 PM on April 11th, 2014.  Questions not submitted to the email 
address above or after the deadline will not be addressed.  Questions and Answers will be available at the 
following link: http://austintexas.gov/article/social-services-solicitation  
 

2. INSURANCE: Insurance is required for this solicitation. 
 

Contractor shall have, and shall require all Subcontractors of every tier providing services under this 
Contract to have, Standard Insurance meeting the General Requirements as set forth below and sufficient to 
cover the needs of Contractor and/or Subcontractor pursuant to applicable generally accepted business 
standards.  Depending on services provided by Contractor and/or Subcontractor(s), Supplemental Insurance 
Requirements or Alternate Insurance Options shall be imposed as follows: 

I. General Requirements Applicable to All Contractors' Insurance. 

The following requirements (A-J) apply to the Contractor and to Subcontractor(s) of every tier performing 
services or activities pursuant to the terms of this Contract.  Contractor acknowledges and agrees to the 
following concerning insurance requirements applicable to Contractor and Contractor's Subcontractor(s): 

A.   The minimum types and limits of insurance indicated below shall be maintained throughout the duration 
of the Contract. 

B.   Insurance shall be written by companies licensed in the State of Texas with an A.M. Best rating of B+ VII 
or higher. 

C. Prior to commencing work under this Contract, the required insurance shall be in force as evidenced by a 
Certificate of Insurance issued by the writing agent or carrier.  A copy of the Certificate of Insurance shall 
be forwarded to the Human Services Administration Unit upon request.  Execution of this Contract will 
not occur until such evidence of insurance has been provided and accepted by the City.  

D. Certificates of Insurance shall include the endorsements outlined below and shall be submitted to the 
Human Services Administration Unit.  The Certificate(s) shall show the City of Austin Contract number 
and all endorsements by number. 

E.   Insurance required under this Contract which names City of Austin as Additional Insured shall be 
considered primary for all claims. 

F.   Insurance limits shown below may be written as primary or structured using primary and excess or 
umbrella coverage that follows the form of the primary policy. 

G.   City shall be entitled, upon its request and without expense, to receive certified copies of policies and 
endorsements. 

H.   City reserves the right to review insurance requirements during any term of the Contract and to 
require that Contractor make reasonable adjustments when the scope of services has been 
expanded. 

I.    Contractor shall not allow any insurance to be cancelled or lapse during any term of this Contract.  
Contractor shall not permit the minimum limits of coverage to erode or otherwise be reduced.  
Contractor shall be responsible for all premiums, deductibles and self-insured retention.  All 
deductibles and self-insured retention shall be shown on the Certificates of Insurance. 

J. Insurance coverages specified in this Contract are not intended and will not be interpreted to limit the 
responsibility or liability of the Contractor or Subcontractor(s). 

mailto:CityHSRFA2014@austintexas.gov
http://austintexas.gov/article/social-services-solicitation
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K. The City will accept endorsements providing equivalent coverage if the insurance carrier does not use 
the specific endorsements indicated below. 
 

 
II.     Specific Requirements 

The following requirements (II.A - II.G, inclusive) apply to the Contractor and to Subcontractor(s) of every 
tier performing services or activities pursuant to the terms of this Contract.  Contractor acknowledges and 
agrees to the following concerning insurance requirements applicable to Contractor and Contractor's 
Subcontractor(s): 
 
A.  Workers' Compensation and Employers' Liability Insurance 

      1.   Coverage shall be consistent with statutory benefits outlined in the Texas Workers' Compensation 
Act. 

      2.  Employers' Liability limits are 

$100,000 bodily injury each accident 
$100,000 bodily injury by disease 
$500,000 policy limit 
 

3. Policies under this Section shall apply to State of Texas and include the following endorsements in 
favor of City of Austin: 

           a. Waiver of Subrogation (Form 420304) 
           b. Thirty (30) day Notice of Cancellation (Form 420601) 
 
B.  Commercial General Liability Insurance 

      1.  Minimum limits: 

           $500,000* combined single limit per occurrence for coverage A and B.  
           *Supplemental Insurance Requirement 

If eldercare, childcare, or housing for clients is provided, the required limits shall be:   
$1,000,000 per occurrence 
 

      2. The Policy shall contain or be endorsed as follows: 

a. Blanket Contractual liability for this Contract 
b. Products and Completed Operations 

           c. Independent Contractor Coverage 

3.  The Policy shall also include the following endorsements or endorsements providing equivalent 
coverage in favor of City of Austin: 

           a. Waiver of Subrogation (Form CG 2404) 
           b. Thirty (30) day Notice of Cancellation (Form CG 0205) 
           c. City of Austin named as additional insured (Form CG 2010) 
 

4.  If care of a child is provided outside the presence of a legal guardian or parent, the Contractor shall 
provide coverage for sexual abuse and molestation for a minimum limit of $500,000 per 
occurrence.  

• The policy shall be endorsed to cover injury to a child while the child is in the care of the 
Contractor or Subcontractor. 

C. Business Automobile Liability Insurance 

1.  Minimum limits: 
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           $500,000 combined single limit per occurrence 
 

a.   If any form of transportation for clients is provided, coverage for all owned, non-owned, and 
hired vehicles shall be maintained with a combined single limit of $1,000,000 per occurrence. 

2.  The Policy shall also include the following endorsements or endorsements providing equivalent 
coverage in favor of City of Austin: 

           a. Waiver of Subrogation (Form CA 0444) 
           b. Thirty (30) day Notice of Cancellation (Form CA 0244) 

c. City of Austin named as additional insured (Form CA 2048) 

D. Professional Liability Insurance 

Coverage shall be provided with a minimum limit of $1,000,000 per claim to cover negligent acts, 
errors, or omissions arising out of Professional Services under this Contract. 

 
E. Blanket Crime Policy Insurance 

A Blanket Crime Policy providing coverage for employee dishonesty shall be required with limits equal 
to or greater than the sum of all Contract Funds allocated by the City.  Acceptance of alternative limits 
shall be approved by the HHSD Director.  

 
F. Directors and Officers Insurance  

Directors and Officers Insurance with a minimum of not less than $1,000,000 per claim shall be in 
place for protection from claims arising out of negligent acts, errors or omissions for directors and 
officers while acting in their capacities as such.  If coverage is underwritten on a claims-made basis, 
the retroactive date shall be coincident with or prior to the date of the Agreement and the certificate of 
insurance shall state that the coverage is claims made and the retroactive date.  The coverage shall 
be continuous for the duration of the Agreement and for not less than twenty-four (24) months 
following the end of the Agreement.  Coverage, including renewals, shall have the same retroactive 
date as the original policy applicable to the Agreement or evidence of prior acts or an extended 
reporting period acceptable to the City may be provided.  The Contractor shall, on at least an annual 
basis, provide the City with a certificate of insurance as evidence of such insurance. 

 
G. Property Insurance 

If the Contract provides funding for the purchase of property or equipment the Contractor shall provide 
evidence of all risk property insurance for a value equivalent to the replacement cost of the property or 
equipment.  

H. Commercial Crime Insurance for all losses emanating from the handling of checks or cash including 
but not limited to losses resulting from dishonest or criminal acts, fraud, embezzlement, forgery, 
misappropriation or loss of funds and errors in the processing or reporting of funds. This policy shall 
be written for a minimum limit of the sum total dollar amount of City contracts for social services. 

 
III.  Endorsements: The specific insurance coverage endorsements specified above, or their equivalents must 

be provided. In the event that endorsements, which are the equivalent of the required coverage, are 
proposed to be substituted for the required coverage, copies of the equivalent endorsements must be 
provided for the City’s review and approval.  

 
3. TERM OF CONTRACT: 

 
A. The Contract shall be in effect for an initial term of 36 months and may be extended thereafter for up 

to 3 additional 12 month periods, subject to the approval of the Contractor and the City Purchasing 
Officer or his designee. 
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B. Upon expiration of the initial term or period of extension, the Contractor agrees to hold over under the 
terms and conditions of this agreement for such a period of time as is reasonably necessary to re-
solicit and/or complete the project (not to exceed 180 days unless mutually agreed on in writing). 

 
C. Upon written notice to the Contractor from the City’s Purchasing Officer or his designee and 

acceptance of the Contractor, the term of this contract shall be extended on the same terms and 
conditions for an additional period as indicated in paragraph A above.  
 

D. Prices are firm and fixed for the first 12 months. Thereafter, price changes are subject to the 
Economic Price Adjustment provisions of this Contract. 

 
4. RECYCLED PRODUCTS: 

 
A. The City prefers that Offerors offer products that contain recycled materials. When a recycled product 

is offered by the Offeror, the Offeror must state in their Offer the percentage of the product that is 
recycled and must include a list of the recycled materials that are contained in the product. 

 
B. The recycled content of paper products offered to the City shall be in accordance with the Federal 

Environmental Protection Agency’s Recycled Product Procurement Guidelines. These guidelines are 
available at http://www.epa.gov/cpg/ . 

 
5. INTERLOCAL PURCHASING AGREEMENTS: (applicable to competitively procured goods/services 

contracts). 
 

A. The City has entered into Interlocal Purchasing Agreements with other governmental entities, 
pursuant to the Interlocal Cooperation Act, Chapter 791 of the Texas Government Code. The 
Contractor agrees to offer the same prices and terms and conditions to other eligible governmental 
agencies that have an interlocal agreement with the City.  
 

B. The City does not accept any responsibility or liability for the purchases by other governmental 
agencies through an interlocal cooperative agreement.   

 
7. OWNERSHIP AND USE OF DELIVERABLES: The City shall own all rights, titles, and interests throughout 

the world in and to the Deliverables. 
 

A. Patents: As to any patentable subject matter contained in the Deliverables, the Contractor agrees to 
disclose such patentable subject matter to the City. Further, if requested by the City, the Contractor 
agrees to assign and, if necessary, cause each of its employees to assign the entire right, title, and 
interest to specific inventions under such patentable subject matter to the City and to execute, 
acknowledge, and deliver and, if necessary, cause each of its employees to execute, acknowledge, 
and deliver an assignment of letters patent, in a form to be reasonably approved by the City, to the City 
upon request by the City. 

 
B. Copyrights: As to any Deliverable containing copyrighted subject matter, the Contractor agrees that 

upon their creation, such Deliverables shall be considered as work made-for-hire by the Contractor for 
the City and the City shall own all copyrights in and to such Deliverables, provided however, that 
nothing in this Paragraph 36 shall negate the City’s sole or joint ownership of any such Deliverables 
arising by virtue of the City’s sole or joint authorship of such Deliverables. Should by operation of law, 
such Deliverables not be considered work made-for-hire, the Contractor hereby assigns to the City 
(and agrees to cause each of its employees providing services to the City hereunder to execute, 
acknowledge, and deliver an assignment to the City of Austin) all worldwide right, title, and interest in 
and to such Deliverables. With respect to such work made-for-hire, the Contractor agrees to execute, 
acknowledge and deliver and cause each of its employees providing services to the City hereunder to 
execute, acknowledge, and deliver a work-for-hire agreement, in a form to be reasonably approved by 
the City, to the City upon delivery of such Deliverables to the City or at such other time as the City may 
request. 

http://www.epa.gov/cpg/
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C. Additional Assignments: The Contractor further agrees to, and if applicable, cause each of its 

employees to execute, acknowledge, and deliver all applications, specifications, oaths, assignments, 
and all other instruments which the City might reasonably deem necessary in order to apply for and 
obtain copyright protection, mask work registration, trademark registration and/or protection, letters 
patent, or any similar rights in any and all countries and in order to assign and convey to the City, its 
successors, assigns, and nominees, the sole and exclusive right, title, and interest in and to the 
Deliverables, The Contractor’s obligations to execute acknowledge, and deliver (or cause to be 
executed, acknowledged, and delivered) instruments or papers such as those described in this 
Paragraph 36 A., B., and C. shall continue after the termination of this Contract with respect to such 
Deliverables. In the event the City should not seek to obtain copyright protection, mask work 
registration or patent protection for any of the Deliverables, but should arise to keep the same secret, 
the Contractor agrees to treat the same as Confidential Information under the terms of Paragraph 
above. 
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1. INTRODUCTION 
 

The overall objective for this competitive solicitation is to establish contracts with 
community-based organizations for services that promote self-sufficiency across the Life 
Continuum in an amount approximately $13,815,227 per 12-month period.  The contracted 
services shall target people who are residents of Austin and/or Travis County with gross 
income at or below 200% of federal poverty guidelines, with exceptions to this eligibility 
requirement for services designed specifically for homeless individuals and families and 
services designed specifically for victims of sexual and domestic violence. 
 
To that end, the City of Austin (City) seeks applications in response to this Request for 
Applications (RFA) from qualified providers (Applicants) with demonstrated experience in 
providing social services to children, youth, adults and families, and/or seniors and persons 
with disabilities with diverse needs along a self-sufficiency continuum. The City requests 
applications that address social services’ self-sufficiency goals across the Life Continuum. 
 
1.1  Self-sufficiency Goals: 
a. Safety Net/Infrastructure Services:  Ensure that no person is without such basic 

necessities as food, clothing, health, shelter, and behavioral health care, or 
constitutionally-guaranteed legal rights  

b. Transition Out of Poverty:  Ensure developmental, educational, employment and other 
special opportunities for disadvantaged persons to further self-reliance 

c. Problem Prevention:  Deter the growth of problem conditions at the individual and 
community level through education, preventive physical and behavioral health programs, 
crime prevention and other preventive programs 

d. Universal Support Services:  Provide family and societal support services in response to 
long-term issues such as poverty and new problems created by urbanization and 
technological advances. These include education, child care, counseling and assistance 
for the aging, youth, homeless, and unemployed, rehabilitation services and other support 
rehabilitation services 

e. Enrichment:  Encourage personal development and community enrichment through 
cultural and educational programs 

 
1.2  Life Continuum Categories: 
a. Early Childhood:  Represents the critical developmental period from birth through 5 

years old.  It provides the continuum of care (prevention, intervention, and treatment) that 
nurtures children to their optimal development in all domains:  physical, social, 
emotional, language, and intellectual.  Early childhood services support the evidence that 
children’s development is intertwined with their environments and relationships  at home, 
at school, and in the community, and with the adults in those environments including 
parents/families, caregivers, teachers, and service providers. 

b. Youth:  Focuses on the lives and needs of youth and adolescents, defined as individuals 
ages 6-21, by addressing areas of opportunity, out of school time, youth enrichment, and 
healthy development.  Through the participation of these programs, youth are given the 
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tools  to  successfully transition through the educational continuum to employment; 
experience physical and emotional well-being; understand learning and training 
opportunities; and experience positive growth for themselves and their community. 

c. Adults and Families:  Focuses on assisting adults and families with meeting theirs 
essential needs and improving or maintaining their quality of life by providing basic 
needs, housing and homeless services, behavioral health, workforce development and 
other social services. 

d. Seniors & Persons with Disabilities:  With a rapidly growing number of seniors, defined 
as individuals of 55 years of age or older, and a significant population of people with 
disabilities, including both physical and mental disabilities, services to these individuals 
are intended to help them maintain dignity, independent living, housing stability, and to 
assist with basic needs. 

 
Contracts entered into under this RFA are anticipated to be for an initial three-year period, 
beginning October 1, 2015, with three one-year renewal options for a total contract period 
not to exceed six (6) years.  All contracts awarded through this solicitation will require 
authorization of the Austin City Council. The City Council has directed that final contract 
decisions be consistent with the goals of the Imagine Austin Comprehensive Plan and other 
community plans outlined in this solicitation. 

 
 
2. BACKGROUND 

 
A Focus on Self-Sufficiency Across the Life Continuum 
In preparation for this RFA, the City engaged a broad range of stakeholders in community 
conversations and consulted various local, state, and federal action plans and reports. These 
efforts highlighted issue areas that promote self-sufficiency across the Life Continuum such 
as: 1) Basic Needs, 2) Behavioral Health, 3) Child and Youth Services, 4) Homeless 
Services, and 5) Workforce Development. 

 
The following plans and reports identify significant needs in our community, gaps in 
services, and/or best practices for strategies that foster and support self-sufficiency for 
individuals and families.  This is a partial list of the documents used and does not include all 
applicable plans and reports. 

 
a. School Readiness Action Plan (May 2012), UnitedWay 
b. Priority Outcomes for Child and Youth Well-being, (2012) Ready by 21 Coalition of 

Central Texas 
c. Travis County Community Impact Report (2012), Travis County HHS & VS 
d. Hunger and Homelessness Survey (Dec 2012), The U.S. Conference of Mayors 
e. CAN Community Dashboard (2012, 2013), Community Advancement Network 
f. Permanent Supportive Housing Strategy (September 2010), City of Austin & CSH 
g. Home Health Quality Initiative (April 2013), Centers for Medicare & Medicaid Services 
h. 10 Year Plan to End Homelessness (2010), Ending Community Homelessness Coalition 
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i. American Community Survey (2012), U.S. Census Bureau – and the Travis County 
Snapshot from the 2012 American Community Survey, Travis County HHS & VS 

j. SAMHSA’s National Registry of Evidence-based Programs and Practices (2013), The 
Substance Abuse and Mental Health Services Administration 

k. Austin/Travis County Community Health Assessment (2012), A/TCHHSD, Travis County 
HHS & VS, Central Health, St. David’s Foundation, Seton Healthcare Family, UTHSC 

l. Mayor’s Mental Health Task Force Final Report (2005),  Austin/Travis County 
Behavioral Health Planning Partnership 

m. Embracing an Age Diverse Austin: Mayor’s Task Force on Aging Report and 
Recommendations (2013), Mayor’s Task Force on Aging 

n. Imagine Austin (2012), City of Austin 
 

As the community’s social and economic environment continues to change, the City will 
invest in social services that focus on promoting and sustaining self-sufficiency for targeted 
individuals and families across the Life Continuum.  

 
 

 
3. PRINCIPAL OBJECTIVE & GOALS 
 

This RFA establishes an open and competitive process which encourages applications that 
are client-centered and employ evidence-based, research-based or promising practices that 
promote self-sufficiency across the Life Continuum.  This RFA requires the service 
strategy/strategies proposed be consistent with one or more of the goals outlined below: 
 
a. Early Childhood:  

1. READY FAMILIES GOALS:  Parents have a secure attachment to their infants and 
young children. Parents respond appropriately to their children’s cues. Families 
provide stimulating learning experiences for their children prior to school entry. 
Families are financially stable. 

2. READY SERVICES: EARLY CHILDHOOD EDUCATION GOALS:  Affordable, 
accessible early education services are available for all families. Available early 
education services are culturally relevant, healthful, engaging, rigorous, and are of 
sufficient quality to measurably impact school readiness outcomes. 

3. READY SERVICES: PREVENTATIVE PRIMARY CARE & MENTAL HEALTH 
GOALS:  Children and family members are linked to preventative physical and 
mental health services and treatment as needed. Children with developmental delays 
are referred to appropriate services. 

4. READY CHILDREN GOALS:  Low-income Travis County children ages 0–5 are 
happy, healthy and prepared for school success. 

(School Readiness Action Plan) 
 

b. Youth: 
1. Children, youth and young adults: 
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i. Are physically healthy 
ii. Are physically safe 

iii. Respect diversity and demonstrate empathy and pro-social behaviors 
iv. Engage in community, school and/or extracurricular activities 
v. Are aware of, appreciate and demonstrate behaviors of personal and social 

responsibility 
vi. Have good mental health and are emotionally resilient 

vii. Avoid risky behaviors 
viii. Are academically successful 

ix. Have awareness and positive attitudes about adult careers 
x. Graduate from high school college- and/or career-ready and prepared for a Life of 

learning 
xi. Successfully complete post-secondary education or training 

xii. Are productive and equipped to reach financial self-sufficiency 
(Ready by 21) 
 

c. Adults and Families: 
1. Basic Needs:  Individuals and families have resources for the most fundamental 

aspects of daily living such as food, housing, utilities, safety and personal care.  
Basic needs services are often emergency or short-term services provided 
during/after a crisis or following a prolonged period of extremely limited resources.  
Typically these needs must be met before an individual or family has the capacity to 
transition out of poverty and into self-sufficiency. 

2. Homeless & Housing Services:  People at risk of becoming homeless, the situational 
homeless and the chronic homeless will be identified early and receive the assistance 
they need to maintain and receive appropriate housing (Ending Community 
Homeless Coalition - ECHO).  People experiencing homelessness have access to a 
safe and secure environment where they are offered a variety of services, including 
case management, safe sleep, mental/physical supports, and resource information to 
address a variety of needs.  Individuals and families who have experienced violence 
or abuse have access to trauma-informed emergency shelter, transitional and/or other 
housing and support services to stabilize, heal, and build self-sufficiency. 

3. Behavioral Health:  Austin/Travis County will be a community that promotes the 
mental and physical health of its residents and all persons of all cultures and all 
special populations will have access to prevention, intervention, treatment, and 
recovery support services of substance use disorders and mental illness (Behavioral 
Health Planning Partnership).  

4. Workforce Development:  Individuals are connected to jobs with good wages, 
benefits and career path opportunities to transition out of poverty and promote self-
sufficiency.  In many cases, for individuals to successfully transition into sustained 
employment, basic adult education and language acquisition services are required in 
addition to certifications and skills based instruction.  Improve access to high quality 
adult education, including English as a Second Language, General Education 
Development, Adult Basic Education, computer literacy, financial literacy and health 
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literacy to obtain literacy skills necessary for self-sufficiency (Literacy Coalition of 
Central Texas).  Reduce disparities in education, employment and income 
(Workforce Solutions Strategic Plan, Overarching Goals).  
  

d. Seniors & Persons with Disabilities:   
1. Seniors: 

i. Provide a continuum of services and supports that help older adults “age in 
place/community” and avoid premature or unnecessary institutionalization 
(e.g., hospital, nursing homes, etc.) 

ii. Provide services that focus on the cognitive and mental/behavioral health of 
older adults such as late-life depression, anxiety, suicide prevention, substance 
abuse, and dementia. 

iii. Ensure access to meaningful opportunities for recreation and social 
engagement to avoid isolation, loneliness and depression. 

iv. Support family caregivers with services that promote their self-care, health and 
effectiveness (e.g., respite care, education, therapeutic counseling). 

v. Provide access to safe and affordable housing that allows older adults to age in 
place and have access to transportation options. 

(Mayor’s Task Force on Aging 2013) 
2. Persons with Disabilities: 

i. Provide a continuum of services and supports throughout the person’s Life to 
remain in community-based settings and avoid institutionalization (e.g., State 
Supported Living Center, prison, nursing homes, etc.). 

ii. Provide services and resources that support families and caregivers for the Life 
of the person with a disability (e.g., respite care, education, transitional 
services, etc.). 

iii. Provide access to affordable housing options that include accessible 
transportation opportunities to work, healthcare, shopping, education and play. 

iv. Provide opportunities for persons with disabilities to be employed in non-
segregated, regular workplaces. 

v. Ensure access to meaningful day activities for adults with disabilities to avoid 
isolation, depression, and victimization 

(Intellectual and Developmental Disabilities Coalition; “Community 
Integration for People with Disabilities: Key Principles.”) 

 
 
4. CONNECTION TO IMAGINE AUSTIN 

 
The Applicant shall indicate how the proposed strategy/strategies correspond to the Imagine 
Austin Comprehensive Plan vision statement and one or more of its core mission statements.   
 
The Imagine Austin Comprehensive Plan vision statement states:   
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“Austin is a beacon of sustainability, social equity, and economic opportunity; where 
diversity and creativity are celebrated; where community needs and values are 

recognized; where leadership comes from its citizens, and where the necessities of life 
are affordable and accessible to all.” 

 
Imagine Austin’s core mission statements, as they relate to the City’s social service 
investments, are as follows: 
 
Austin is Livable:  All residents have a variety of urban, suburban, and semi-rural lifestyle 
choices with access to quality schools, libraries, parks and recreation, health and human 
services, and other outstanding public facilities and services. 

a. Austin’s diverse population is active and healthy, with access to locally-grown, 
nourishing foods and affordable healthcare 

 
Austin is Educated: Austin provides everyone with an equal opportunity for the highest 
quality of education that allows them to fully develop their potential. Networks of 
community partnerships support our schools and ensure that our children receive the 
resources and services they need to thrive and learn. 

a. Our school campuses provide safe and stable environments enabling future success 
b. Every child in Austin has the chance to engage with other cultures, communities, and 

languages, providing pathways for healthy development and the critical thinking 
skills students need as future citizens of Austin and the world. 

 
Austin is Prosperous:  Austin’s prosperity exists because of the overall health, vitality, and 
sustainability of the city as a whole — including the skills, hard work, and qualities of our 
citizens, the stewardship of our natural resources, and developing conditions that foster both 
local businesses and large institutions. 

a. Equitable opportunities are accessible to all through quality education, training, and 
good jobs 

 
Austin Values and Respects its People:  Austin is its people. Our city is home to engaged, 
compassionate, creative, and independent thinking people, where diversity is a source of 
strength, and where we have the opportunity to fully participate and fulfill our potential. 
People across all parts of the city and of ages and income levels live in safe, stable 
neighborhoods with a variety of affordable and accessible homes with access to healthy food, 
economic opportunity, healthcare, education, and transportation 
 
(http://assets.austintexas.gov///webiacpfullreduced.pdf).   
 

 
5. PROGRAM STRATEGIES & TARGET POPULATION 

 

http://assets.austintexas.gov/webiacpfullreduced.pdf
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The City is intentionally leaving program strategies and target population options open 
beyond the criteria listed in this section for the areas described above, allowing Applicants to 
propose solutions to maintain, improve, or promote self-sufficiency throughout the Life 
Continuum in an effective and successful manner for the target population identified. 
Applicants are encouraged to incorporate strategies that reflect evidence-based or promising 
practices and the proposed strategies shall be aligned with the Life Continuum goals outlined 
in Section 3 of this RFA. 
 
The Applicant shall clearly identify the primary Life Continuum category addressed by their 
application.  Any additional Life Continuum category/categories being addressed shall also 
be identified.  Applicants may propose multiple strategies either within the same application 
or in separate applications as appropriate for their targeted population(s). 
 
Applicants shall clearly identify the target population(s) they plan to serve.  If applicable, 
Applicants shall describe how they will serve clients who have a criminal history. 
 
The services the City will purchase will include the following characteristics: 
 
a. Are client-centered with a holistic approach 
b. Serves high-risk clients living at or below 200% of poverty with significant and/or 

multiple barriers to self-sufficiency and stability 
c. Are Integrated with the community to improve access to supportive services 
d. Links client and services to other City-funded or City-operated services 
 
The Applicant shall also provide data to demonstrate the need for the strategy/strategies 
being proposed.  Data should include but is not limited to: 
a. Target Population demographic/Census data 
b. Target Population unmet need(s) 
c. Applicant’s trends in Target Population unmet need(s) 
d. Waiting list information (if applicable) 
e. Data from community databases, such as Homeless Management Information System, 

showing Target Population unmet need(s) (if applicable) 
 

If the proposed strategies cut across the Life Continuum and or are collaborative/cooperative 
with other service providers, Applicants shall indicate how the proposed strategies will be 
implemented to successfully reach individuals in multiple Life Continuum categories and/or 
how the proposed collaborative/cooperative will successfully work together to maximize 
service delivery to the target populations.  For the purposes of this RFA, the terms 
“collaborative” and “cooperative” are defined below: 

• Collaborative:  a consortium with a lead agency/fiscal agent and subcontractors 
• Cooperative:  a consortium with a lead agency working in partnership with one or 

more other agencies 
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Applicants may submit one or more applications as a primary contractor and may choose to 
participate as a subcontractor or partner in another application. 
 

6. OUTCOMES & OUTPUTS 
 
One or more of the following high-level outcomes designed to demonstrate progress in self-
sufficiency through the Life Continuum is required for all applications.  Additional outcomes 
may also be proposed which show the connection to primary and secondary Life Continuum 
category/categories, if applicable.  
 

1. Percent of households that maintain housing or transition into housing 
2. Percent of individuals who maintain or increase income 
3. Percent of individuals who make progress toward treatment plan goals 
4. Percent of children and youth who progress to the next developmental or 

academic level 
5. Percent of individuals who demonstrate improved life skills and/or knowledge 

 
All applications shall also include the following high-level output.  Additional outputs may 
also be proposed which show the connection to primary and secondary Life Continuum 
category/categories, if applicable. 
 

1. Number of unduplicated clients served per 12-month contract period 
2. Number of unduplicated clients served during the initial 36-month contract 

period  
 

 
7. ELIGIBILITY REQUIREMENTS 
 

The eligibility requirements for this RFA are outlined in Section 0620 – Client Eligibility 
Requirements.  The City requires all awarded agencies to maintain a complete and current 
record of client eligibility throughout the entire contract period (e.g. client file or electronic 
record) that includes documentation of the elements listed in Section 0620. 
 
Applicants may propose alternate eligibility criteria from the requirements in Section 0620 
for the proposed target population(s).  If applicable, Applicants shall clearly define the 
proposed alternate eligibility criteria. 
 
Applicants shall describe how the City Client Eligibility Requirements (Section 0620) or the 
proposed alternate eligibility criteria will be documented for the target population(s) 
identified in the application. 
 

 
 
8. FUNDING INFORMATION 
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a. $13,815,227 is available per 12-month period for all Life Continuum categories for a 

total three-year amount of $41,445,681 dependent upon Austin City Council approval.   
1. The following funding amounts are available for each Life Continuum category per 

12-month period: 
i. Early Childhood - $949,416 

ii. Youth - $1,961,339 
iii. Adults and Family - $7,327,622 
iv. Seniors and People with Disabilities - $813,804 
v. $2,763,045 is available to be awarded in any Life Continuum category 

b. Applicants shall apply for at least $50,000 per 12-month period. 
c. It is the City’s intent to provide initial three-year contract with three (3) one-year renewal 

options, for a total contract period not to exceed six (6) years. The initial three-year 
contract funding period will be October 1, 2015, through September 30, 2018. 

d. The City of Austin reserves the right to adjust the contract amount or scope of work over 
the contract period based on community needs, applicant’s ability to expend funds in a 
timely manner or any other factor.  When the City determines adjustments need to be 
made, the City will provide at least 90-day notice to the contractor. 

 
 
9. ELIGIBLE APPLICANTS 
 

a. Any nonprofit or governmental agency that can legally contract with the City (as verified 
by the City Purchasing Office).   

1. City policy does not permit entering into a contract with an entity that owes taxes to 
the City.   

2. The Applicant and its principals may not be currently suspended or debarred from 
doing business with the Federal Government, as indicated by the United States 
General Services Administration list of Parties Excluded from Federal Procurement 
and Non-Procurement Programs, the State of Texas, or the City of Austin. 

b. Applicants shall be able to meet the City’s insurance requirements for social service 
contractors.  See the insurance requirements in Section 0400 of the RFP.   

c. Applicant’s two most recent consecutive audit years: 
1. Shall reflect an unqualified and/or unmodified audit opinion 
2. Shall not reflect a “Going Concern Uncertainty” 
3. Shall not reflect financial management issues unless Applicant can provide 

evidence that necessary changes have been implemented. 
d. Applicant’s Board of Directors shall: 

1. Have specific terms delineated by a beginning and ending date 
2. Meet in person a minimum of three times per fiscal year 
3. Have a process to review program performance, approve budgets, review financial 

performance and approve audit reports. 
e. Within the last five years, the Applicant shall have a minimum of two years successful 

experience working with the proposed target populations and providing the proposed 
services to clients. 
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All Applicants must submit the following documents in a sealed envelope in the same 
package as their application: 
 
a. Completed Application Threshold Checklist (Section 0610) 
b. Current Board of Directors by-laws 
c. Approved Board of Directors minutes during the previous fiscal year reflecting the Board 

has a documented process that: 
a. reviews program performance  
b. approves budgets 
c. reviews financial performance 
d. approves audit reports 

d. Copy of the most recently filed 990 or 990 EZ, or Extension to File documentation (no 
older than FY 2012) 

e. A complete set of audited financial statements which include the auditor’s opinion and 
any management letters, covering the two most recent consecutive audit years 
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APPLICATION SUBMISSION REQUIREMENTS 
 

The Applicant must submit its response in two SEPARATE sealed envelopes.  
 

ENVELOPE #1 – THRESHOLD REVIEW 
This sealed envelope must contain the following: 
 
1.   Application Threshold Checklist – Section 0610  
2.   Required Attachments 

 
The envelope should be labeled:  THRESHOLD REVIEW CHECKLIST 
       [NAME OF AGENCY] 
       [NAME OF PROPOSED PROGRAM] 

 
 

ENVELOPE #2 – APPLICATION DOCUMENTS 
This sealed envelope must contain the following: 
 

1 original and 6 CDs or flash drives each containing all the elements below: 
 

1. Executive Summary  
2. Application  
3. Attachments 

 
The envelope should be labeled:  APPLICATION DOCUMENTS 

      [NAME OF AGENCY] 
 

 
 

BOTH SETS OF ENVELOPES SHOULD BE SHIPPED IN A BOX (OR BOXES) 
WITH THE SOLICITATION NUMBER EAD0116 CLEARLY MARKED ON THE 
OUTSIDE AND IDENTIFY WHICH ENVELOPE IS IN WHICH PACKAGE.  
 
 

Executive Summary 
 
The Executive Summary cannot exceed two (2) pages using the Application Format 
guidelines listed below and must include: 

1. A brief description of the Applicant 
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2. A brief description of how the application will address the primary self-sufficiency goal 

and Life Continuum category identified   
 

3. A brief description of any additional self-sufficiency goals and/or Life Continuum 
categories addressed 

 
4. A brief description of the need of the target population(s) for the strategy/strategies 

being proposed 
 

5. A brief summary of the proposed program strategy/strategies 
 

6. The amount of funding requested 
 

7. A statement of the Applicant’s compliance with all applicable rules and regulations of 
Federal, State and Local governing entities is required.  The Applicant must state 
compliance with all terms of this Request for Application (RFA). 

 
Application Evaluation 

 

An application must address each item in Parts I, II, & III, outlined below, in order to be 
considered responsive to the goals of this RFA.  Part IV is optional and is not required in 
order for an application to be considered responsive to the goals of this RFA.  A total of 100 
points may be awarded to the application in Parts I, II, & III below with an additional 25 
bonus points available in Part IV for a potential of 125 total evaluation points.  The 
maximum score per section is noted at the beginning of each section.  All responses will be 
evaluated as to how the proposed program aligns with the goals of this RFA and whether 
each required response to the evaluation factors has been adequately addressed.  

 
Application Format 

 
The Applicant must use size 12 Times New Roman font.  An original Application must be 
printed double-spaced on single-sided 8½ x 11 inch plain white paper with 1” margins and no 
Page Scaling.  Do not submit booklets, pamphlets, or other bulky items.  Do not use covers, 
card stock, staples, binders, notebooks, or dividers with tabs.  Fasten the proposal with binder 
clips only. 
 
An application cannot exceed 25 (twenty-five) pages, excluding executive summary, table of 
contents, signed certifications, budget forms, MOUs, logic models, resumes, job descriptions 
or other required attachments outlined in the sections below.  An additional 5 (five) pages is 
allowed if an application responds to any or all of the items in Part IV of this RFA. 
 
The actual application itself should be organized and labeled using the following 
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informational sequence: 
 

Part I – Program Overview and Strategy                              Total points: 70 
 

A. Connection to the Self-Sufficiency Goals and Life Continuum Categories 
Applicants must use Section 0615 – Connection to Self-Sufficiency Goals and Life Continuum 
Categories to identify the primary self-sufficiency goal and Life Continuum category the 
application addresses.  

 
1. Provide information on how the application meets the primary self-sufficiency goal and 

Life Continuum category. 
a. If additional self-sufficiency goals and Life Continuum categories are addressed, 

Applicants must use Section 0615 – Connection to Self-Sufficiency Goals and Life 
Continuum Categories to identify the secondary self-sufficiency goal(s) and Life 
Continuum category/categories the application addresses.  Applicant must also 
provide information on how the application meets the additional self-sufficiency 
goal(s) and/or Life Continuum category/categories in Part IV – Bonus Evaluation 
Points, Section A – Connection to Additional Self-Sufficiency Goal(s) and Life 
Continuum Category(ies). 

 
For a detailed description of the Self-Sufficiency Goals and Life Continuum Categories, 
see Section 0500 – Scope of Work:  Section 1 – Introduction, 1.1 & 1.2. 

 
 
B. Target Population(s) for the Goal(s) 

1. Describe the target population(s) that will be served and if this population is similar to or 
different from your current service population. 

a. If the target population(s) is similar to your current service population, please 
provide a description of your experience and success working with this population.   

b. If the target population(s) is different from your current service population, describe 
the modifications and new strategies you will implement to serve the new target 
population(s). 

 
2. Provide data and data source(s) to demonstrate the need of the target population(s) for the 

strategy/strategies being proposed.  Data should include but are not limited to: 
a. Target population demographic/Census data 
b. Quantified target population unmet need(s) 
c. Applicant’s trends in target population unmet need(s) 
d. Waiting list information (if applicable) 
e. Data from community databases, such as Homeless Management Information System, 

showing target population unmet need(s) (if applicable) 
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3. Describe the strategy/strategies that will be implemented to serve clients with a criminal 
history. 
 

4. Describe how the Client Eligibility Requirements (Section 0620) will be documented for 
the target population(s) identified in the application.  
a. If alternate eligibility criteria are being proposed, define the alternate eligibility criteria 

and provide justification about why the alternate eligibility criteria are appropriate for 
the proposed strategy/strategies.  Also describe how the alternate eligibility criteria 
will be documented for the target population(s) identified in the application. 

 
5. Describe how the agency will ensure all four of the following National Culturally and 

Linguistically Appropriate Services (CLAS) Standards in Health and Health Care 
(http://minorityhealth.hhs.gov/templates/browse.aspx?lvl=2&lvlID=15) are in place to 
ensure cultural and language differences are not a barrier to services.       
a. Educate and train governance, leadership, and workforce in culturally and 

linguistically appropriate policies and practices on an ongoing basis. 
b. Offer language assistance to individuals who have limited English proficiency and/or 

other communication needs, at no cost to them, to facilitate timely access to all health 
care and services. 

c. Inform all individuals of the availability of language assistance services clearly and in 
their preferred language, verbally and in writing. 

d. Ensure the competence of individuals providing language assistance, recognizing that 
the use of untrained individuals and/or minors as interpreters should be avoided. 

 
Agencies are encouraged to implement all 15 CLAS Standards listed on the website 
identified above. 

 
C. Program Strategy to Accomplish the Goals 

1. Describe the program strategy/strategies.  
 

2. Describe how the proposed strategy/strategies reflect evidence-based, research-based, or 
promising practices.  Explain the rationale behind the program design. Include which level 
of evidence the program model falls in, according to the Section 0635 - Defining Evidence 
Guideline, and how this design meets the specific needs of the target population(s) 
identified in the application.  

a. If the program falls in the category of evidence-based or research-based, provide a 
description of evidence used, including source(s), and method for ensuring program 
model fidelity. Provide a logic model for innovative approaches.  

b. If the program falls into the category of “promising practice,” include (a) a logic 
model as an attachment to the application and (b) a brief plan for evaluation. 

 
3. Describe how the program strategy/strategies align with one or more of the goals outlined 

in Section 0500 – Scope of Work:  Section 3 – Principal Objective and Goals. 

http://minorityhealth.hhs.gov/templates/browse.aspx?lvl=2&lvlID=15
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4. Describe how the program strategy/strategies correspond to the Imagine Austin 

Comprehensive Plan vision statement and one or more of its core mission statements 
(Section 0500 – Scope of Work:  Section 4 – Connection to Imagine Austin). 
 

5. Describe any barriers and challenges the target population(s) may encounter accessing 
services and how these barriers and challenges will be mitigated. 
 

6. If the proposed strategy/strategies reach individuals in multiple Life Continuum categories 
and/or are collaborative/cooperative with other service providers, describe how the 
proposed strategies will be implemented to successfully reach individuals in multiple Life 
Continuum categories and/or how the proposed collaborative/cooperative will successfully 
work together to maximize service delivery to the target populations.   

 
7. Describe any barriers and challenges you may encounter implementing the proposed 

strategy/strategies and how you will overcome them. 
 

8. Describe any subcontractor partnerships funded under this application and informal 
relationships with service providers not funded under this application. Describe how they 
are necessary and/or appropriate for the strategy/strategies proposed. 
 

9. Describe the project activities. 
 

10. For Applicants proposing homelessness prevention and/or homeless intervention services:  
Applicants will be required to adhere with the City of Austin Health and Human Services 
Department Homeless Housing Habitability Standards.  Describe how your organization 
will comply with the requirements outlined in Section 0625 – Homeless Housing 
Habitability Standards. 

 
 

D. Performance Measures – Impact on the Goals 
Applicants must use Section 0640 – Program Performance Measures and Goals to indicate their 
specific Output and Outcome Measures. 
 
1. Describe how the Applicant will calculate the required and any other proposed outputs and 

outcomes. 
 

Output Measures 
All applications must include the following high-level outputs:  
 
1. Number of unduplicated clients served per 12-month contract period 
2. Number of unduplicated clients served during the initial 36-month contract period  
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Additional outputs may also be proposed which show the connection to primary and 
secondary Life Continuum category/categories, if applicable. 
 
Outcome Measures 
All applications must include one or more of the following high-level outcomes 
designed to demonstrate progress toward self-sufficiency through the Life Continuum:   

 
1. Percent of households that maintain housing or transition into housing 
2. Percent of individuals who maintain or increase income 
3. Percent of individuals who make progress toward treatment plan goals 
4. Percent of children and youth who progress to the next developmental or academic 

level 
5. Percent of individuals who demonstrate improved life skills and/or knowledge 
 
Additional outcomes may also be proposed which show the connection to primary and 
secondary Life Continuum category/categories, if applicable. 

 
E. Service Coordination 

1. Describe how the Applicant coordinates their services with services being provided by 
other agencies relevant to the proposed strategy/strategies in order to minimize duplication 
and maximize client access to services. 

 
2. Describe how the Applicant coordinates with other agencies (i.e. to refer and receive 

clients, to provide comprehensive services, etc.).   If you are not currently coordinating 
with other agencies, what is your plan for establishing coordination? 

 
3. If applicable, attach any program Memoranda of Understanding (MOU) and explain how 

this arrangement improves service delivery to clients. 
 
4. Describe how clients will be connected to mainstream resources/public benefits 

(Supplemental Nutrition Assistance Program, Temporary Assistance for Needy Families, 
Medical Assistance Program, etc.) and/or other City-funded services in order to maximize 
self-sufficiency. 
 

5. Describe any additional services, not included in this application, which will be provided to 
the target population and how they will access those services initially and over time. 

 
6. For Applicants proposing homelessness prevention and/or homeless intervention services:  

Describe how your organization has participated in planning for the Coordinated 
Assessment initiative (http://austinecho.org/the-solution/coordinated-assessment/ and 
https://www.onecpd.info/resources/documents/Coordinated%20Assessment_3.20.12.pdf) 
and how your organization will coordinate and collaborate with this community initiative 

http://austinecho.org/the-solution/coordinated-assessment/
https://www.onecpd.info/resources/documents/Coordinated%20Assessment_3.20.12.pdf
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throughout the funding period. 
 

 
F. Community Planning Activities 

1. Describe Applicant’s involvement in community planning activities that are specific to the 
services proposed in this application. 
 

2. Describe Applicant’s involvement in any other relevant community planning activities. 
 

 
G. Overall Evaluation Factors Regarding Applicant 

1. Describe the Applicant’s experience within the last five (5) years managing relevant local, 
state, and/or federal contracts and include the contact information of the funder for the 
contract(s) identified, e.g., Funder Contract Manager’s name, title, and phone number.   

a. The Applicant must describe any relevant City of Austin Health and Human 
Services Department funding received within the last five (5) years. 
 

Attach all monitoring reports received within the previous 24 months of administering the 
relevant City of Austin Health and Human Services Department, other local, state, and/or 
federal contracts. 
 

2. Describe experience within the last five (5) years working with the target populations 
proposed in this Application. 
 

3. Describe experience within the last five (5) years providing services identical and/or 
similar to those proposed in this application. 

 

 
H. Data Management and Program Evaluation 

1. Describe past successes and challenges with data management and reporting, including past 
experience utilizing an electronic data system.  

 
2. Describe how data are used for identifying problems in strategies, service delivery and 

expenditures, steps to determine corrective actions, and how the Applicant will ensure 
corrective actions will be effective.  

 
3. If applicable, describe the process used to collect data from collaborations/cooperatives in a 

timely manner. 
 

4. For Applicants proposing homelessness prevention and/or homeless intervention services:  
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Applicant will be required to utilize the Local Homeless Management Information System 
(HMIS) to track and report client information for individuals who are at risk of 
homelessness or who are homeless.  Please explain how your organization will comply 
with the requirements outlined in Section 0630 – Homeless Management Information 
System (HMIS) Reporting Requirements. 

 
 

I. Staffing Plan  
1. Describe the overall staffing plan to accomplish activities including project leadership and 

reporting responsibilities.  Provide justification which indicates the staffing plan is 
appropriate for the proposed strategy/strategies.  
 

2. Using Section 0645 – Program Staff Positions and Time, list the project staff by title and 
the percentage of each position’s time to be spent on the program. 
 

3. Attach resumes or position descriptions for key staff to perform the described services 
and/or activities. 

 
 

Part II – Cost Effectiveness        Total points: 20 
 

Applicants are required to submit a budget of at least $50,000 per 12-month period (a minimum 
of $150,000 for the initial 36-month period) and provide the following information to describe 
the budget necessary to accomplish the proposed strategy/strategies. 
 
The application will be evaluated on how well it addresses all of the following: 
 

A. Budget  
1. A summary description of the budget justification for the program strategy/strategies is 

required. 
 

a. Applicants must use Section 0650 – Program Budget and Narrative to provide the 
required budget information.  All expenses should be identifiable, reasonable, and 
necessary.   

 
b. All subcontractors in this application who will receive City funds must be included 

in the program budget and the Applicant shall provide separate details for each 
subcontractor in the Program Subcontractors form located in Section 0650 – 
Program Budget and Narrative, page 3. 

 
2. Describe the Applicant’s fundraising and administrative percentage, calculated from its 

most recent Form 990. To do so, add the amount in Part IX (Statement of Functional 
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Expenses), Line 25, Column C (Management and General Expenses) to the amount in Line 
25, Column D (Fundraising Expenses), and divide the sum by Part VIII (Statement of 
Revenue), Line 12, Column A (Total Revenue), and multiply the result by 100.  No other 
methods may be used to calculate this percentage.  

 
For organizations that filed the short form (IRS Form 990EZ), utilize the long form 
(IRS Form 990) at http://www.irs.gov/pub/irs-pdf/f990.pdf (and instructions 
http://www.irs.gov/pub/irs-pdf/i990.pdf) to determine your fundraising and 
administrative percentage calculation.  Your organization is not required to complete 
and resubmit the entire long form to the IRS, but must determine the calculation from 
the long form (IRS Form 990) parts identified above. 

 

 
B. Cost per Client  

1. Describe the average cost per City client served.  In the description, detail the calculation 
used to derive the average cost.  

 
2. If applicable, describe the average cost per client served from all funding sources.  In the 

description, detail the calculation used to derive the average cost. 
 

3. Describe the average cost per client achieving each of the performance measures proposed.  
In the description, detail the calculation used to derive the average cost. 
 

4. Provide justification which indicates the proposed cost is appropriate for the proposed 
strategy/strategies. 
 

5. Describe the return on investment/social impact the proposed strategy/strategies will make. 
 
 

C. Program Funding Summary  
1. Using Section 0655 – Program Funding Summary, provide an overview of all funding 

sources the Applicant will use for the proposed project.  
 

Part III – Local Business Presence       Total points: 10 
 
Local Business Presence:  The City seeks opportunities for businesses in the Austin Corporate 
City Limits to participate on City contracts.  A firm (Offeror or Subcontractor) is considered to 
have a Local Business Presence if the firm is headquartered in the Austin Corporate City Limits, 
or has a branch office located in the Austin Corporate City Limits in operation for the last five 
(5) years.  The City defines headquarters as the administrative center where most of the 

http://www.irs.gov/pub/irs-pdf/f990.pdf
http://www.irs.gov/pub/irs-pdf/i990.pdf
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important functions and full responsibility for managing and coordinating the business activities 
of the firm are located. The City defines branch office as a smaller, remotely located office that 
is separate from a firm’s headquarters that offers the services requested and required under this 
solicitation. Points will be awarded through a combination of the Offeror’s Local Business 
Presence and/or the Local Business Presence of their subcontractors. 
 

1. Using Section 0605 – Local Business Presence Identification Form provide the 
information requested regarding the Applicant and Subcontractor(s), if applicable. 

 

Team’s Local Business Presence Points Awarded 

Local business presence of  90% to 100% 10 

Local business presence of 75% to 89% 8 

Local business presence of 50% to 74% 6 

Local business presence of 25% to 49% 4 

Local presence of between 1 and 24% 2 

No local presence 0 

 

Part IV – Bonus Evaluation Points       Total points: 25 
 

A. Collaborations/Connection to Additional Self-Sufficiency Goal(s) & Life Continuum 
Category(ies) 
Maximum 10 points 
 
A maximum of 10 points will be awarded for Applicants who successfully propose a 
collaborative, as defined in this solicitation, and/or meets additional self-sufficiency goal(s) 
and/or Life Continuum category/categories.  Applicants will be awarded up to the point values 
indicated below: 
 

• Collaboration: 
o A maximum of 5 points will be awarded for Applicants who successfully demonstrate 

how the proposed collaborative will work together to maximize service delivery to 
the target populations or  

 
o A maximum of 10 points will be awarded for Applicants who successfully 

demonstrate how the proposed collaborative will work together to maximize service 
delivery to the target populations and successfully demonstrate how the application 
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meets additional Self-Sufficiency Goal(s) and/or Life Continuum 
category/categories.   

OR 

• Connection to Additional Self-Sufficiency Goal(s) & Life Continuum Category(ies): 
o A maximum of 5 points will be awarded for Applicants who successfully demonstrate 

how the application meets additional Self-Sufficiency Goal(s) or  
 

o A maximum of 10 points will be awarded for Applicants who successfully 
demonstrate how the application meets additional Self-Sufficiency Goal(s) and Life 
Continuum category/categories.   

 
Applicants must use Section 0615 – Connection to Self-Sufficiency Goals and Life Continuum 
Categories to indicate the secondary self-sufficiency goal(s) and Life Continuum 
category/categories their application addresses.  
 
1. If applicable, describe how the proposed collaborative will successfully work together to 

maximize service delivery to the target population(s). 
 
2. If applicable, provide information on how the application meets the additional self-

sufficiency goal(s) and/or Life Continuum category/categories. 
 
For a detailed description of the Self-Sufficiency Goals and Life Continuum Categories, 
see Section 0500:  Section 1 – Introduction, 1.1 & 1.2. 

 
 
B. Leveraging 

5 points 
For purposes of this solicitation, “leveraging” is specifically defined as follows.   

 
• Leveraged funding is a situation where City funding for the proposed program is required 

by a third-party funder in order to retain the existing third-party program funding and/or 
obtain new third-party funding.  Applicant must either:  

o currently receive third party funding that will no longer be received by the 
Applicant if it does not receive City funding for the program, or  

o Applicant has received a notice of funding award from a third-party funder that is 
contingent upon receiving City funding for the proposed program. 

In other words, leveraged funding is current and/or committed third-party funding that 
will be rescinded, reduced, or withdrawn if the Applicant does not receive an award for 
the proposed program through this City solicitation. 
 

• Leveraged funding must be direct funding for the program proposed by the Applicant and 
not funding for Applicant’s other programs or solely for Applicant’s general operations. 
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The following types of funding/donations ARE NOT considered “leveraging” under this 
solicitation and may not be included for consideration: 
 

• Funding from non-City sources that does not specifically require City funding to be 
awarded to the Applicant for the proposed program. 

• Funding and funding opportunities that are anticipated but for which the Applicant has 
not received a notice of funding/award.  

• Any type of in-kind, non-cash revenue such as time, expertise, or commodities. 
• Anticipated “Return on Investment” benefits for the Applicant or for the community as a 

whole. 
 
For each leverage opportunity, provide the following information: 
 
1. Identify the third party which requires that the Applicant receive City funding for the 

program in order to be awarded the third-party funds. 
 

2. Provide the name of the grant, award, or program under which the third-party funds 
are/will be awarded to the Applicant, the term of the third-party funding, and the amount of 
third-party funding contingent upon receiving City funding under this solicitation. 

 
3. Specify the date(s) during which the third party requires that the Applicant to receive City 

funding in order to be awarded the third-party funds. 
 

4. Describe the quantified impact on the proposed program if the Applicant does not receive 
City funding under this solicitation. 

 
5. Provide contract or other documentation that confirms the requirement of City funding in 

order to receive the third-party funding as an attachment to the application. 
 
 
C. Healthy Service Environment 

Maximum 10 points 
A maximum of 10 points will be awarded for Applicants who create a healthy service 
environment for their clients, visitors, and staff.  Applicants will be awarded the point values 
indicated below for having implemented or agreeing to implement prior to 10/01/15 any or all 
of the four (4) Healthy Service Environment policies with a maximum award of 10 points for all 
four (4) policies described below. 
 

• Tobacco-free Campus (3 points) - Applicant has established and is enforcing a tobacco-
free worksite policy and has developed initiatives and programming that promotes 
tobacco-free living.  A tobacco-free campus policy states: 
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o Use of tobacco products of any kind are not permitted on any property owned, 
leased, or rented by the organization (indoors and outdoors). This also includes 
parking areas and company cars. The policy applies to all employees, 
subcontractors, temporary workers and visitors. 

 
• Mother-Friendly Workplace (3 points) - Applicant actively promotes and supports 

breastfeeding by employees and maintains a written worksite lactation support policy that 
is regularly communicated to employees. The policy includes: 

o employer provides work schedule flexibility, including scheduling breaks and 
work patterns to provide time for expression of milk; 

o the provision of accessible locations allowing privacy; 
o access nearby to a clean, safe water source and a sink for washing hands and 

rinsing out any needed breast-pumping equipment; and 
o access to hygienic storage alternatives in the workplace for the mother’s breast 

milk (may include the allowance of personal coolers onsite). 
 

• Employee Wellness Initiative (3 points) - The Applicant has a comprehensive Employee 
Wellness Initiative in place that promotes nutrition, physical activity, tobacco-free living, 
and the mental health of employees. The initiative encompasses healthy changes to the 
physical worksite environment as well as formal, written health promotion policies, 
programs or benefits impacting all employees. The initiative is promoted through 
educational and issue awareness efforts by the Applicant, signage and a supportive 
company culture, championed by leadership. 

 
• Violence Prevention Policy (1 point) - The Applicant is committed to providing a safe 

environment for working and conducting business. The Applicant will not tolerate or 
ignore behaviors that are threatening or violent in nature. The Applicant has a procedure 
to provide guidance for identifying and reporting threats and workplace violence. 

 

1. If applicable, describe how the Applicant has implemented one or more of the Healthy 
Service Environment policies outlined above.  Include the approved and signed 
policy/policies as an attachment to the application. 

 
2. If applicable, describe how the Applicant plans to implement one or more of the Healthy 

Service Environment policies outlined above.  Include the key personnel, by position name 
only, responsible for ensuring implementation.  Also, describe any technical assistance 
which will be provided to assist the Applicant to implement the selected policy/policies. 

 
Technical assistance is available from the City of Austin Health and Human Services 
Department Chronic Disease Prevention and Control Program to assist Applicants in planning 
and implementing a Tobacco-free Campus policy, Mother-Friendly Workplace policy and 
Employee Wellness Initiative.  They can be contacted at 512-972-6760.   
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Additional Information: 

 
Proposal Acceptance Period:  All applications shall be valid until award, negotiation, and 
execution of contracts as directed by Austin City Council.   

 
Proprietary Information:  All material submitted to the City becomes public property and 
is subject to the Texas Open Records Act upon receipt.  If a Proposer does not desire 
proprietary information in the proposal to be disclosed, each page must be identified and 
marked proprietary at time of submittal.  The City will, to the extent allowed by law, 
endeavor to protect such information from disclosure.  The final decision as to what 
information must be disclosed, however, lies with the Texas Attorney General.  Failure to 
identify proprietary information will result in all unmarked sections being deemed non-
proprietary and available upon public request. 

 
Authorized Negotiator:  Include name, address, and telephone number of person in your 
organization authorized to negotiate Contract terms and render binding decisions on Contract 
matters. 

 
Exceptions: Please be advised that exceptions to any portion of the Solicitation may 
jeopardize acceptance of the application. 

 
Application Preparation Costs:  All costs directly or indirectly related to preparation of a 
response to the RFA or any oral presentation required to supplement and/or clarify an 
application which may be required by the City shall be the sole responsibility of the 
Applicant. 



Section 0605: Local Business Presence Identification 
A firm (Offeror or Subcontractor) is considered to have a Local Business Presence if the firm is headquartered 
in the Austfn Corporate City Limits, or has a branch office located in the Austin Corporate CitY Limits in 
operation for the last five (5) years. The City defines headquarters as the administrative center where most of 
the important functions and full responsibility for managing and coordinating the business activities of the firm 
are located The City defines branch office as a smaller, remotely located office that is separate from a firm's 
headquarters that offers the services requested and required under this solicitation. 

OFFEROR MUST SUBMIT THE FOLLOWING INFORMATION FOR EACH LOCAL BUSINESS (INCLUDING THE 
OFFEROR, IF APPLICABLE) TO BE CONSIDERED FOR LOCAL PRESENCE. 

NOTE: ALL FIRMS MUST BE IDENTIFIED ON THE MBEIWBE COMPLIANCE PLAN OR NO GOALS UTIUZATION 
PLAN, SECTION 0900 OF THE SOLICITATION. 

"USE ADDITIONAL PAGES AS NECESSARY* 

OFFEROR: 

Name of Local Firm Easter Seals Central Texas 
Physical Address 1611 Headway Circle, Building 2 Austin, TX 78754 
Is Firm located in the 
Corporate City Limits? (circle 

9 one) No 

In business at this location for 

9 0 past 5 yrs? No 

Location Type: Headquarters 1~ 1 No J Branch J Yes 

SUBCONTRACTOR(S): 

Name of Local Firm 

Physical Address 

Is Firm located in the 
Corporate City Limits? (circle 
one) Yes No 

In business at this location for 
past 5 yrs? Yes No 

Location Type: Headquarters 1 Yes 1 No 1 Branch 1 Yes 

SUBCONTRACTOR(S): 

Name of Local Firm 

Physical Address 

Is Firm located in the 
Corporate City Limits? (circle 
one) Yes No 

In business at this location for 
past 5 yrs? Yes No 

Location Type: Headquarters 1 Yes 1 No 1 Branch 1 Yes 

Solicitation No. RFP EAD0116 

j@ 

1 No 
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Executive Summary- Easter Seals Central Texas 

Primary Life Continuum Category - Seniors and Persons with Disabilities 
Primary Self Sufficiency Goal - Safety Net Infrastructure 
Funding Amount Requested-$ 809,278 

For over 75 years, Easter Seals Central Texas (ESCT) has been committed to helping children 

and adults with disabilities lead productive and independent lives. Our team of highly trained 

medical staff and nonprofit experts are committed to furthering om mission - together, we 

promote independence and create opporttmities for people with disabilities to pursue their hopes 

and dreams. In 2013, ESCT served nearly 8,500 people with disabilities, their family members 

and caregivers through one or more of our five core programs: Community and Housing 

Services, Early Childhood Intervention, Employment Services, Comprehensive Outpatient 

Rehabilitation, and Paid Job Training. Children and adults receiving individual care by Easter 

Seals Central Texas are challenged by a variety of disabilities including: au6sm, developmental 

and teaming delays, speech and hearing disorders, cerebral palsy, muscular dystrophy and more. 

ESCT is the leading provider of disability services in Central Texas and the only provider to 

offer clinical services on a sliding fee scale. ESCT is committed to helping people with 

disabilities that have limited access to services due to fi.nancial or language barriers. Client 

payments for services cover only a portion of the expenses associated with the h igh level of 

therapeutic care received. Each year Easter Seals Central Texas provides in excess of $1.4 

million in uncompensated care to the local Central Texas area. 

ESCT's principal office is located in north Austin and our organization's branch location is in 

South Austin. The organization 's total number of employees is 11 0; 84 full time and 26 part 

time. 

Program Strategies 



All five core programs support a singular goal of providing excellent services so people with 

disabilities and their families can fully participate in their communities. Each program has a 

unique strategy rooted to serve the diverse needs of the disability community. 

Housing Services Strategy: Provide rental assistance, down payment and closing cost assistance, 

and accessibility modifications. 

Early Childhood Intervention (ECD Strategy: Provide therapy, case management, and 

developmental services to children ages 0-3 in the child's home or natural environment. Services 

are provided primarily in English and Spanish, though there are also clients who speak a variety 

of languages including Arabic and Vietnamese so services are offered in those languages as well. 

Comprehensive Outpatient Rehabilitation Strategy: Provide professional physical, occupational, 

speech therapy and service coordination as well as audiology in Spanish and English with 

payment based on a sliding fee scale. Provide parenting support services through educational 

workshops, classes, and playgroups as well as counseling. 

Youth Learning Services Strategy: Provide skill building classes within the public high schools 

Life Skills Programs and with transition aged students, offer social and technology inclusive 

activities such as a book club with e-readers. 

Adult Services Strategy: Provide professional development and job placement for adults through 

counseling, assistive technology classes, case management, and follow along services. Provide 

professional development through paid employment, counseling, and computer literacy classes. 

Provide mental health counseling. Provide social opportunities for adults with disabilities to 

learn life skills. 

Easter Seals Central Texas will comply with all applicable rules of Federal, State and Local 

governing entities. In addition, ESCT will comply with all terms of this RF A. 



Part 1 - Program Overview and Strategy 

A. Connection to the Self-Sufficiency Goals and Life Continuum Categories 

Easter Seals Central Texas' primary life continuum category and self-sufficiency goals are, 

respectively, Seniors and Persons with Disabilities and Safety Net Infrastructure. For over 75 

years, Easter Seals Central Texas has been providing disability services to the Central Texas 

community. The organization's mission is: together, we promote independence and create 

opportunities for people with disabilities to pursue their hopes and dreams. To achieve our 

mission, ESCT provides a wide variety of services such as: accessible home modifications 

and affordable housing, case management and care coordination, computer skills classes, 

early childhood intervention, job training and support, medical rehabilitation and audiology 

services, and parenting education and suppozt. 

Today, Easter Seals Central Texas is the leading provider of d1sability services in Central 

Texas and the only provider of medical rehabilitative services for chHdren and adults with a 

sliding fee scale in Austin. The sliding fee scale ensures that low income families are able to 

receive health care. 

The organization is currently in the first year of a seven year strategic plan that addresses 

increasing community based services and maintaining our focus on quality while ensuring 

our organization is operationally sound. The proposed programs provide essential health 

services for lower-income people with disabilities, as well as connecting clients with services 

to get other basic needs met. 

B. Target Population(s) for the Goal(s) 



1) Easter Seals Central Texas' program's target population includes persons of all ages who are 

residents of Austin with any physical, intellectual, emotional, and/or mental disability. 

Services target low-income individuals and families, defined as households that are at or 

below 200% of the fedetal poverty level. This population is similar to the organization's 

current client base. 

a. Over the last 76 years, Easter Seals Central Texas has built a reputation of high 

quality service for children and adults with disabilities. Through the use of best 

and promising practices for service delivery, ESCT has been able to advance our 

practices and better serve our clients over the years. The organization is 

successful when our clients are successful. Success for each client is based on the 

goals set in their individualized plan of care. The following is a snapshot of what 

success for ESCT looks like: a child beginning therapy in a wheel chair but 

ending his therapy with ESCT walking out the door, frustrated parents learning 

effective ways to support their child's development and eventually participating in 

a support group as a mentor, a family, of a person with a disability being able to 

purchase their first horne, a person with a disability receiving accessibility 

modifications to their existing horne thus facilitating independent living within 

their conununity., and an adult with a disability joining the workforce and living 

independently for the first time. 

2) The number of persons with a disability in the city of Austin is estimated based on the 

number of persons with a disability in Travis count, multiplied by 80%, the percentage of 

Travis County residents living in the City of Austin. 1 

t Texas Workforce Investment Council (2013). People with Disabilities: A Texas Profile 



• Population of Austin (2012 estimate)- 842,5922 

• Estimated number of individuals with disabilities in City of Austin- 72,7 l 5 

• Estimated number of individuals with disabilities in City of Austin living below the 

poverty line in 20l2 - l8,7603 

Persons with disabilities represent the largest minority searching for employment today- over 

65% of working age adults with disabilities are unemployed4
. Without steady income it is almost 

impossible to pay for the numerous therapy and treatment sessions needed to promote self-

sufficiency among this population. ln addition to therapy, more than 1/3 of individuals with 

disabilities need assistive technology in order to take care of them self at borne. Easter Seals 

Central Texas provides the services, training, and support people with disabilities need in order 

to live as self sufficiently as possible in the most cost effective way possible.5 

Medical rehabilitation therapy is expensive and there arc no low cost clinic options in Austin 

except for Easter Seals Central Texas. With the new Affordable Healthcare Act, there are very 

few people without insurance but many families still make too little to afford their costly co-pays 

and deductibles. With the current economic standing and high unemployment rate in Austin, the 

program has more clients needing sliding fee scale financial support for outpatient rehab 

therapies. Individuals/families with private insurance often do not have coverage for speech, 

occupational , or physical therapy unless it is the result of an injury or an accident. Many sliding 

fee scale clients need to receive more than one kind of therapy, which requires multiple visits per 

week in order to fulfill their plan of care goals and improve their condition. For these individuals, 

2 United States Census Bureau Website 
3 Cornell University Disability Statistics Online Resource 
4 Disabilities Funders Network 
5 

2004 Harris Poll 



out of pocket costs for co-pays are high and difficult to afford. Sliding fee scale rates are adjusted 

to the client' s income and ability to pay for services. There is high demand· for sliding fee scale 

servtces and there continues to be a wait list for this financial assistance. 

In addition, there is a great need for affordable housing in the City of Austin. Our rental and 

down payment assistance and free accessibility modiJication programs are in high demand with a 

wait list with over 50 individuals/families consistently. 

3) ESCT complies with cultural competence ethical and legal standards -including when 

working with clients with a criminal history. In order to best support any clients whh a 

criminal history, ESCT provides the following services: 

• Mental Health Counseling • Transportation 

• Gainful employment • On the job training 

• Financial literacy • Computer Literacy 

• Community Referrals program- • Food supplementation 

affordable housing, food, medical, 

clothing etc. 

4) ESCT requires all clients fill out intake forms upon enrollment in order to identify and 

document clients as well as ensure that clients meet our target population requirements. 

Information collected may include individual ' s income level, gender, ethnicity~ race, age, 

zip code, county, and diagnosed disability or delay. All rehabilitation services require a 

physician's refen·al. All ECI clients must have either a medical diagnosis documented in 

writing from a doctor or a documented developmental delay, which is determined by an 

interdisciplinary team and consists of a licensed therapist. Administrative support staff 

enters this informatjon into the agency' s client database and ftles the hard copy with the 



client' s record. Numbers are easily generated for reporting purposes this way. The agency 

is able to easi ly identify eligible program participants who reside in Austin and who are 

living at or below 200% of the federal poverty level. Easter Seals Central Texas will 

ensure compliance with eligibility criteria by continuing to utilize the Personal Income 

Attestation Form. This form attests that the income infom1ation given to the program is 

accurate over time. 

5) ESCT subscribes to the National Cultw-ally and Linguistically Appropriate Services 

Standards in Health and Health Care. It is an organizational priority to integrate cultural 

infonnation about individuals and groups of people into ow· clinic's standards and service 

approach to the best of our ability. ESCT has many bilingual service providers and 

continues to hire bilingual staff to ensure effective communication between the client, 

client' s family, and service provider. These practices are in place to ensure that cultural 

and language differences arc not a barrier to services at ESCT. 

C. Program Strategy to Accomplish the Goals 

I) Program Strategies (logic models attached): 

• Housing Services Strategy: Provide rental assistance, down payment and closing cost 

assistance, and accessibility modifications. 

• Early Childhood Intervention (ECl) Strategy: Provide therapy, case management, and 

developmental services to children ages 0-3 in the child's home or natural environment. 

Services are provided primarily in English and Spanish, though there are also clients who 

speak a variety of languages including Arabic and Vietnamese so services are offered in 

those languages as well. 



• Comprehensive Outpatient Rehabi litation Strategy: Provide professional physical, 

occupational, speech therapy and service coordination as well as audiology in Spanish 

and English with payment based on a slidiJ1g fee scale. Provide parenting support services 

through educational workshops, classes, and playgroups as well as counseling. 

• Youth Learning Services Strategy: Provide skill building classes within the public high 

schools Life Skills Programs and with transition aged students, offer social and 

technology inclusive activities such as a book club withe-readers. 

• Adult Services Strategy: Provide professional development and job placement for adults 

through counseling, assistive technology classes, case management, and follow along 

services. Provide professional development through paid employment, counseling, and 

computer literacy classes. Provide mental health counseling. Provide social opportunities 

for adults with disabilities to learn life skills. 

2) With over 75 years of experience, Easter Seals Central Texas ensures that every program 

delivery model is based off of best or promising practices irt order to offer the highest value 

of services to our clients. Each program is implemented with a planned and systematic 

approach to service delivery. 

Housing Services 

Housing Services offer a number of supports in order to better the community and promote 

self-sufficiency among our target population. Housing Services include: rental housing and 

rental assistance, a home ownership program, and a home repair/accessibility modifications 

program. For many years, affordable housing has been a priority of the residents of the City 

of Austin. Most recently, voters approved $55 million in 2006 and $65 million in 2013 in 

general obligation bonds in order to preserve housing options for low-income Austin 



residents. In response to the need of the residents of the City of Austin, ESCT has aligned its 

housing program goals with the goals of programs supported by the housing bonds. Our 

programs compliment other housing programs by targeting low income persons with 

disabilities not yet being served. 

Even with increased funding and support through multiple housing programs in the City, the 

need within the community is rather great. Each of our housing programs has an extensive 

wait list. Benefits and outcomes of the program include: deinstitutionalization, increased 

independence, community integration, barrier removal, and asset attainment to name a few. 

Early Childhood Intervention CECL)6 

Early Childhood Intervention (ECI) is a statewide. program available to all children 0-3 years 

old in the state of Texas. It is housed by different agencies and service areas are divided by 

zip codes. Each agency has a contract with the Texas Department of Assistive and 

Rehabilitative Services specifying its service area and performance outcomes. All ECT 

services are provided in the children's natural environments and the philosophy is to 

empower the child's caregivers with the strategies the children need to develop and succeed. 

ECI has its own curriculum, taken from evidence-based practices. 

Early intervention programs began development in the sixties and over time there has been 

an increase in evidence to prove that early intervention programs can generate permanent 

changes in children. The Abecedarian Project was the first early intervention program to 

work with children as young as six weeks old and focus on intellectual growth rather than 

6 Avellar, S., Paulsell, 0 ., Sama-Miller, E., & Del Grosso, P. (20 13). Home Visiting Evidence of 
Effectiveness Review: Executive Summa1y. Office of Planning, Research and Evaluation, 
Administration for Children and Families, U.S. Department of Health and Human Services. 
Washington, DC. 



socio-emotional development. There were "large developmental difference[s]" (Barg & 

Crane, 2003) 7 between the treatment group and control group found as early as six months. 

The Abecedarian project along with a number of other long term follow up projects with 

similar findings, such as The Milwaukee Project and The Perry Preschool, have helped to 

develop the current evidence used to improve and advance the ECI curriculum. These 

projects proved that applying the classic principles of child development in order to create a 

nurturing euviro~nt fosters social. emotional , and cognitive growth (Barg & C:rane, 2001). 

The National Early Childhood Technical Assistance Center (NECTAC)8 facilitated a group 

called the Workgroup on Principles and Practices in Natural Environments. Based on the 

research literature of early intervention programs, they came up with seven principles - the 

basis of the ECl curriculum. 

L Infants and toddlers learn best through every day experiences and interactions with 

familiar people in familiar contexts. 

2. All families, with the necessary supports and resources, can enhance their children's 

learning and development. 

3. The primary role of the service provider in early interventions is to work with and 

support the family members and caregivers in a child's life. 

7 Crane, J., Barg, M. (2003 ). Do Early Childhood intervention Programs Really work, 1-19 

8 Workgroup on Principles and Practices in Natural Environments, OSEP TA Community of 
Practice: Part C Settings. (2008, March). Seven key principles: Looks like / doesn't look like. 
Retrieved from 
http:/ /www.cctacenter.org/~pdfs/topics/families/Principles _ Looks Like_ DoesntLookLike3 _ 11_ 0 
8.pdf 



4. The early interventions process, from initial contacts through transition, must be 

dynamic and individualized to reflect the child's and family members' preferences, 

learning styles and cultural beliefs. 

5. Individual Family Service Plan outcomes must be functional and based on children's 

and families' needs and priorities. 

6. The family's priorities needs and interest are addressed most appropriately by a 

primary provider who represents and receives team and community support. 

7. Interventions with young children and family members must be based on explicit 

principles, validated practices, best available research and relevant law and 

regulations. 

Comprehensive Outpatient Rehabilitation Clinic 

The Comprehensive Outpatient Rehabilitation Clinic provides health services to low income 

individuals ages 3 and older. Services include: occupational therapy, speech therapy, physical 

therapy, audiology, and service coordination. The Clinic uses evidence based client and family

centered practices so adults and children can achieve their health goals. Consistent medical 

rehabilitation therapies are essential for persons with disabili6es to maintain and improve 

mobility, perform activities of daily living such as self care, as well as improve hearing and 

communication. These therapies are proven effective in treating many symptoms of many 

disabilities. Therapists are trained in their prac6ce to manage the care of each client based on 

their individual needs. Therapies consist of many tasks performed by clients in order to promote 

development and overcome deficiencies. 



There are many studies that prove the effectiveness of different therapeutic techniques. Every 

client's needs difler but randomized controlled trials have been used to prove the effectiveness of 

many techniques, the following information explains the most common therapeutic techniques 

used at ESCT. Easter Seals Central Texas practices both aquatic and land based physical therapy 

programs. In case studies of cllildren between the ages of 5 and 7 with varying disabilities 

'improvements in endurance, ease of ambulation and walking speed, muscle strength, and 

walking balance and behavioral responses were reported" thiough aquatic exercise therapy 

programs (Frangala-Pinkbam et al., 68).9 Land-based physical and occupational therapy 

interventions include constraint-induced movement therapy; a practice used to improve gross 

motor functional outcomes in people with hemiparesis, a common characteristic found in 

patients with cerebral palsy. Studies show that "pediatric [Constraint-Induced] therapy produced 

major and sustained improvement in motor function in" patients with hemiparesis (Taub et al., 

305)10• Speech therapy techniques include the Lidcombe Program for early stuttering 

intervention 11
, a program that involves structured and unstructured conversations with parents 

and the therapist. 

Along with therapy, the Rehab Clinic also offers Parenting Support and Training (PST). PST was 

designed to benefit low income, at risk families with children with a developmental delay, 

disability, and/or behavioral issues. In order to cater to this population's time and transportation 

9 Fragala-Pinkham, M.A., Dumas, H.M., Barlow, C.A., Pasternak, A. An Aquatic Physical Therapy 
Program at a Pediatric Rehabilitation Hospital: A Case Series. 2009; 68-78 
10 Taub, E., Landesman, R. , DeLuca, S., Echols, K. Efficacy ofConstraint-InducedMovement 
Therapy for Children With Cerebral Palsy With A:,ymmetric Motor Impairment. 2013; 305-312 
11 Guitar, B., Miller, B. Long-Term Outcome of the Lidcombe Programfor Early Stuttering 
Intervention. American Journal of Speech-Language Pathology. 2009; 42-49 



constraints as well as diverse educational levels and learning preferences, PST delivers training 

using the Nurturing Parent Program® model 12
. 

The Nurturing Parent Program® is an evidence based program model that caters to the needs of 

our client base. The Nurturing Parent Program® topics are self-contained and can be taught as a 

single session or grouped as multiple short term sessions. The ability to choose the topic best 

suited to the needs of the parent for one to four sessions provides versatility and flexibility 

needed by many families. Often our target populations are unable to sustain Longer term 

coOilll itments to classes due to conflicts with work schedules, transportation issues, and other 

family issues that arise. The Nurturing Parent Program® has demonstrated efficacy for the 

following populations: teen parents, parents with children with disabilities and delays, and 

parents to be. The Nurturing Programs are recognized by National Registry of Evidenced-based 

Programs and Practices (NREPP), Substance Abuse and Menta] Health Services Administration 

(SAMHSA), Office of Juvenile Justice and Delinquency (OJJDP), Center for Substance Abuse 

Prevention (CSAP) and Child Welfare League of America (CWLA). 

Service Coordination is designed to help individuals and families receive local services that 

improve self sufficiency and individual developmental outcomes. Service Coordination links 

clients to food, shelter, clothing, transportation, and public healthcare options. Austin residents 

are able to drop in to ESCT or call in to the agency to receive information regarding local 

disabi lity and basic needs services. 

Youth Learning Programs 

12 http://www.nurturingparenting.com/ 



The Youth Learning Programs are targeting at high school and transition aged young adults 

participating in area high school Life Skills Programs. ESCT Youth Learning Programs offer 

skill building classes that focus on the relevance of technology in everyday life. Students who 

participate in these classes work on creating resumes, searching and applying for jobs online, and 

mock interview practice all while developing technology skills. 

The unemployment rate for people age 16 and over with a disability was 13.2% in 2013and so 

far trends show that percentage increasing in 2014. The unemployment rate tor people aged 16 

and over without a disability in 2013 was 7.1% but that percentage seems to be trending 

downward in 2014 13
• Without technology training and pre-employment skills training, many of 

the students in area high school Life Skills Programs are less qualified for employment than their 

peers. Benefits and outcomes of the Youth Learning Services include: empowering youth with 

disabilities through skill building, increased self-sufficiency, decreased social isolation among 

target population, and equal opportunity for employment among youth ages 14 to 26. 

Adult Services 

Adult Services promote self·sufficiency through life and social skill building classes, assistivc 

technology training, professional development through on the job training and follow up career 

support. The goal is to have a team of staff that addresses all the needs of the participant so that 

they can better live in their communities. 

The Independent Living_Program teaches life skills needed for adults with disabilities to live 

independently. Basic Skills include access to transportation, social skills, fmancial management, 

computer skills, cooking and outings in the community that all aid in self-sufficiency. 

13 Data Sources: Bureau of Labor Statistics 



Supported Employment helps individuals with disabilities to fmd jobs that are suited to their 

skills and limitations. Upon obtaining employment the client is able to increase pre~employment 

income and gain the tools to maintain independence. Then, the Follow Along Program follows 

an individual from the time of employment throughout the life of the job. Follow Along 

provides the long-term supports needed for individuals with disabilities to maintain their 

employment, have an advocate on the job, and offer job-coaching as needed. 

Mental health counseling and case management will be offered by professional staff to clients 

needing additional supports to deal with dual diagnosis issues of Substance abuse and menta] 

health as well as learn the life skills needed to maintain employment. Participants in the paid job 

training program will be the primary recipients of counseling services, however all program 

participants are eligible for professional services as deemed necessary by client and program 

staff. Individuals in Paid Job Training have been referred via Austin Transitional Center, other 

law enforcement and community programs or individuals. The trainees undergo an interview 

process, screening, orientation and brief assessment by mental health staff to enter the Paid Job 

training program. Over a 60 day period of time, supports are given to Paid Job Trainees to help 

them maintain employment. History has shown that, maintaining employment is a significant 

factor in reducing recidivism. In addition, if an ex-offender is able to maintain employment and 

stable housing, the likelihood of returning to prison is firrther reduced. Mental Health staff offer 

on the job counseling, access to resources, wrap around services (such as financial literacy, book 

club, and computer literacy, etc.), referrals for housing, assistance in meeting educational goals 

(such as GED or enrolling in community college) and any other supports needed. There is no 

limit to the amount of sessions received. Program participants are also eligible for on-going help 

outside of the 60-day benchmark. Success is measured by clients achieving their 60~day goals 



which can include participating in wrap around services and increasing knowledge of life skills 

with the support of mental health and case management staff. At the end of 90 days, mental 

health staff re-assesses where the client is with maintairung employment and what supports or 

wrap around services have been received to obtain the goal. 

3) The mission of Easter Seals Central Texas aligns with the scope of work as described in this 

RFP. ESCT offers a continuum of services and supports throughout a person's life, from 

birth onwatd. All of our s~rvices promote the independence of our clients. Thn;mgh one or 

multiple services, it is ESCT's intention to ensure that as many persons with disabilities 

receive treatment and education in order to live as self sufficiently as possible. 

The organization ensures that family members and caretakers are provided with education in 

order to best support the person with a disability. Transition services and the Parenting 

Program offer the necessary resources needed by families caring for a person with a 

disability. 

The Housing Services offered by ESCT include: down payment assistance, rental assistance, 

home repairs and modifications. In addition to these services, ESCT has developed 

accessible, integrated condo units for rent to income qualified adults with disabilities. 

Employment Services offers counseling and job placement in non-segregated, regular 

workplaces throughout the conununity. In order to offer a complete set of services and 

encourage the best results, fo llow along services are provided after the client has been placed 

in a job. The Follow Along Program supports long-term employment by counseling and 

supporting clients who have been stable in their job for 90 days. 



In order to support the self-sufficiency of adults with disabilities ESCT ofTers the 

Independent Living Program. This program ensures that adults with disabilities learn how to 

use public transportation, cook for themselves, manage money and more. This program 

works to ensure that adults with disabilities avoid isolation, depression, and victimization. 

4) ESCT's program strategies correspond with the hnagine Austin Comprehensive Plan vision 

statement and all of its core mission statements. ESCT services ensure that the necessities of 

life, whether that be medical therapies, education, or housing, are affordable and accessible 

to all. All stafi supports the organization's mission to provide opportunities for people with 

disabilities to pursue their hopes and dreams. Our organization celebrates life, and the 

diversity and creativity of all. 

To ensure that Austin is livable, ESCT offets financial support, home repatrs and 

accessibility modifications, as well as affordable, accessible condo units. Our services allow 

families and people with disabilities to live inclusively with others and live in areas with 

access to quality schools, libraries, parks, and health and human services. 

As the largest provider of early intervention services in Texas, Easter Seals Central Texas 

understands the importance of ensuring that Austin is educated and that the children within 

our community are developing fully. Every year more than one million children with 

unidentified disabilities enter school with issues that put them behind their peers14
• ESCT 

offers a free Ages and Stages Questionnaire for parents to determine if their child is 

developing at a similar rate to their peers. Should a child show signs of a developmental 

delay, ESCT offers Early Childhood Intervention Services for ages 0-3 and Outpatient 

lA Statistic provided by Easter Seals Make the First Five Count Website 



Rehabilitation Services for children 3 and up. These services enable the future success of our 

clients and in tum, the community. 

To ensw·e that Austin is prosperous ESCT provides affordable health care services and 

employment training and placement services. Our professional development, on the job 

training allows people with disabilities and other barriers to employment to eam a Living 

while developing a positive work history. Through our programs and the supplementary 

services they offer, such as counsehng, ESCT ensures that our clients have all the tools 

necessary to succeed. 

To ensure that Austin values and respects its people all ESCT community outreach efforts 

promote a positive, compassionate attitude toward diversity and the independence of people 

with disabilities. It is our intention to prepare our clients with the skills they need in order to 

fully participate in the community and fulfill their potential. 

5) Challenges and barriers tl1at the target population served by ESCT face include: 

transportation, finances, and language. Because ESCT has been working with this particular 

target population for some time many services have been implemented in order to help 

overcome any challenges or barriers our clients may face. ESCT offers pick and drop off 

services for rehabilitation clients so that they are able to make their appointments and return 

home or to school without issue. In addition, ESCT never turns away a client due to lack of 

ability to pay for services. Clients are able to pay for what they can afford based on a sliding 

fee scale regulated by the National Federal Poverty Income Guidelines. Furthennore, to 

ensure that no clients are unable to receive services due to language barriers, ESCT provides 

all services in English and Spanish. ECI services are provided in any language needed by a 



client family. 1f there is ever an instance where ESCT cannot provide a service in the 

language needed by a client family, ESCT will refer out to an organization that can provide 

the services. 

6) Our proposed strategies will not be used to reach multiple life continuum categories. 

7) Barriers and challenges ESCT may face while implementing our proposed strategies include: 

our clients limited access to transportation, cultural difference, and language barriers. 

In order to overcome transportation barriers, ESCT offers reduced fare bus passes to clients, 

transportation to and from work sites for clients enrolled in paid job training, all ECI services are 

provided in home or at day care facilities, and rehab clients have the option to be picked up and 

dropped off with the use of an accessible vehicle owned by ESCT. Even with these 

accommodations in place, ESCT still recognizes the increased need for community based 

services. Forward thinkjng, ESCT will increase the percentage of service offered in the field over 

the next 7 years in order to decrease transportation challenges. 

ESCT does not discriminate nor tolerate discrimination by any employee. Cultural differences 

are accepted by staff and accommodations will be made according to a client's needs .. including 

services offered in a client' s native language. ESCT ensures cultural competence within all 

service provision. 

8) There are no subcontractor partnerships funded under this application 

9) Project activities: 

Occupational Therapy: Treatments used to recover and develop daily living skills for people 

with a range of disabilities, specifically focused on fine motor skms 



Speech Therapy: Treatments used to help clients overcome deficits and disorders in their 

communication skills and develop new speech/language habits 

Physical Therapy: Treatments used to promote mobility for people with a range of 

disabilities, specifically focused on gross motor skills 

ECI: Support and educational system for children aged 0-3 to overcome development issues 

Audiology: Diagnosis and treatment of hearing loss. 

Down Payment Assistance: Financial assistance for families with a member with a disability 

in order to help them purchase a home 

Rental Assistance: Financial assistance for families or persons with disabilities in order to 

help them afford a place to live 

Accessibility modifications: Home modifications and bruTier removal of homes to allow 

people with disabilities greater independence within their home 

Independent Living Program: Support for adults with disabilities with the goal of helping 

them maintain as much independence as possible. Independent living clients learn about 

fitness, wellness, and activities available to them in the Austin community. 

Follow Along Program: Employment sustainability support for clients who have been stable 

in their job for more than 90 days. Staff maintains contact with clients and provides support 

to foster long-term employment. Follow along services last for the lifetime of the job. 

Liberation Station: Liberation Station is a technology lab with computers and assistive 

technology. Liberation Station classes provide computer skWs and encourage participants to 

explore their community with the ease of the internet and technology. 

Employment and Beyond: Computer literacy and job readiness classes for high school 

students with disabilities who are transitioning into the workforce. 



Supported Employment and Transitions Programs: Employment counseling and placement 

for adults with disabilities who are seeking employment. lndividualized support is available 

for those who seek their first job. a job change, or a need for assistance to keep a job. 

1 0) No homeless prevention or homeless intervention services are funded under this application. 

D. Performance Measures- Impact on the Goals 

Section 0640 attached. ESCT has established HLP AA compliant software systems and client 

data bases that document and calculate the nwnber of unduplicated clients, services delivered, 

reconcile billing documentation, track service inquiry, referrals, intake, and admission data, 

client improvement, and goal attainment data. Data is compiled, reported and analyzed monthly 

and quarterly. 

High level outcomes to be measured include: Percent of households that maintain housing or 

transition into housing, percent of individuals who maintain or increase income, percent of 

individuals who make progress toward treatment plan goals, and percent of individuals who 

demonstrate improved life skills and/or knowledge. 

E. Service Coordination 

1) ESCT participates in infonnal partnerships with other organizations to obtain and provide 

consultations and technical assistance about disability best practices. These partnerships allow 

the agency to publicize its services and network with community providers in order to minimize 

duplication. The agency contracts with local physicians to provide medical consultations to 

program staff on a wide range of health care issues. Staff makes referrals to and receives 

referrals from a number of medical and social services resources within the Austin Community. 

Our collaborative partnerships with organizations such as, Any Baby Can, SafePiace, local 



schools, People.'s Community Clinic and more, ensures that we effectively serve our community 

through coordinated plans of care and services. 

ECI service areas, as contracted with the state, ensure no overlap of services occurs. 

2) All rehabilitation services require a physician's referral. All ECI clients must have either a 

medical diagnosis documented in writing from a doctor or a documented developmental delay, 

which is detem1ined by an interdisciplinary team and consists of a licensed therapist. In order to 

better coordinate with referral agencies ESCT has a dedicated staff person, the Client and 

Community Relations Manager, to initiate and maintain relationships with local doctors and 

community medical and social service resources. 

3) See MOU attached. 

4) Through Service coordination client needs are identified and referrals are made to community 

organizations, such as the Basic Needs CounciL, that provide food, clothing, and/or shelter. The 

agency utilizes many human service organizations in the city so clients can live more 

independently and accomplish their individual goals. 

F. Community Planning Activities 

Easter Seals Central Texas or a staff member takes part in the following community planning 

organizations or activities by sitting on a board or committee: 

• Texas Nonprofit Council • Community Advancement Network, 

• Intellectual & Developmental • One Voice Central Texas 

Disabilities Alliance of Central Texas • Health Benefits Task Force 

• Greater Austin Chamber of Commerce • Coalition of Texans with Disabilities 

• Greater Austin Hispanic Chamber of • Intellectual & Developmental 



Commerce Disabilities Work Group 

• Integrated Care Collaboration Travis- • People's Community Clinic GOALS 

Williamson Service Committee Advisory Committee 

• Trauma -Informed Care Consortium • United Way Family Support Network 

• Connections Networking Austin • Employment First Task Force 

• Williamson County Chamber of • InterAgency Council 

Commerce 

G. Overall Evaluation Factors Regarding Applicant 

1) Easter Seals Central Texas has contracted with local, state, and federal government entities 

for many years. ESCT has provided contracted similar, if not identical services for the the City of 

Austin for several year. Easter Seals has maintained positive worklng relationships with all 

contractors and has turned in reports in a timely manner. Over the last five years, ESCT has been 

in contract with the following agencies, contacts listed below as well: 

Texas Department of Assistive and City of Austin - Willie Williams, 
Rehabilitative Services - Sally Griffith, Willie. Williams@austintexas.gov 
Sal lv .Griftlth(a2dars.slate.tx.us 
Travis County- Doris Edwards, Texas State Affordable Housing Corporation -
Doris.Edward~@co.travis. t.x .us Katie Howard, SR. Dev. Coord., 512-334-2152 
I exas Council for Developmental Disabilities Accessible Housing Austin! - Isabelle 
- Joanna Cordry, Planning Coord. 512-4 3 7- Headrick, 512-442-6680 
5410 
Texas Department of Housing and Community Texas Industries for the Blind and 
Affairs - Frances Acosta, Performance Handicapped - Abby Monk, Regional 
Specialist, 512-305-8568 and Mark Leonard, Marketing Manager, 512-451-8145 
HTF Program Coord."' 512-936-7799 
The University of Texas Texas Technology Texas Parks and Wildlife - Abby Monk, 
Program - Roger Levy, Director,512-232-0751 Regional Marketing Manager, 512-451-8145 
Capital Metro Transit Authority - Melanie 
Capesius, Coord. Grants, 512-369-6509 . . 
2/3) Easter Seals Central Texas has dedtcated tts servtces to people WJth d1sabLllties for over 75 

years. All program strategies being proposed in this RFP have been executed within the last five 



years with the same target population considered. Economic downturn and limited access to 

healthcare prompted the organization to focus its efforts on providing services to djsadvantaged 

populations. In doing so, ESCT hired and will continue to hire bilingual staff members and 

promote cultural competency. ESCT complies with all ADA regulations and supports any 

accommodations needed by clients with a disability. 

The programs proposed in this RFP are identical to those of the organization over the last five 

years. The use of best and promising practices, including program evaluation, allows for our 

practices to advance. As the research and analysis of our program models advance so do our 

programs. In addition to empirical research, client feedback allows us to ensure the most 

effective program strategies. Over the last five years our program goals have maintained the 

same but our practices have advanced. We will continue to follow best and promising practices 

to ensure the progress of our programs. 

H. Data Management and Program Evaluation 

\) Due to the nature of services provided, ESCT has run into challenges when managing and 

reporting data. HIP AA regulations limit the amount of information about clients that can be 

shared with others and used for statistical purposes. In addition, some clients have very low 

reading and writing levels making the collection of data by intake form difficult. When a client 

has difficulty reading or filling out an intake form, an ESCT staff member will provide 

assistance. 

ESCT is well acquainted with CTK and AFR reporting processes. These processes have allowed 

for easy tracking and reporting of client data The agency bas used its client databases for over 



ten years. The database system has been updated in order to stay current with technology trends 

and funder requirements. 

2) Easter Seals Central Texas operates a Quality Improvement Program for assessing strategies 

and service delivery. The program consists of utilization review, peer review, quality assurance, 

and quality improvement. As soon as any issues in strategy or service delivery are noted, they are 

taken to the Utilization Review Committees, Executive Team, or Board of Directors. Any of the 

aforementioned groups will review issues and make recommendations in order to overcome the 

problem. 

In both the ECI and Rehab programs, clients' progress is evaluated via an assessment of their 

functional skills every six months. This assessment is a standard form in both programs and staff 

members are trained on how to complete it as part of their new-hire training to ensw·e the 

validity of the scores. This assessment gives a clear picture about the effectiveness of services; if 

a client has not progressed in their functional skills, it indicates a problem in strategies and 

service delivery. Steps for corrective actions and effectiveness of cotTective actions are 

detennined via our Qual ity Improvement Program. Corrective actions are detennined via our 

abovementioned Quality [mprovement Progran1. 

ESCT has bill ing systems in place that track changes to billing when clients' strategies and 

service deliveries change. 

I. Staffing Plan 

1) Each program proposed in this RFP bas a dedicated staff. Staff may include: Vice President, 

Directors and Managers, Service Delivery staff, and Admin staff. While the overall staffing plan 



for each program contains the same basic position types, the skills and knowledge base of those 

staff must be specific to the program for which they work. 

Performance based management is the basis of all programs at ESCT. As we enter the second 

year of our seven year strategic plan our staff is enthusiastic about ensuring that we meet our 

organizational goals by 2020. With a focus on supporting our clients through increased services 

while maintaining their high quality and affordability all program staff will be held to the highest 

standards. 

ESCT has asked for funding to cover only direct service providers through this RF A. In some 

cases that may include directors and managers as service delivery staff. Each staff member plays 

a key role in the implementation of our programs. 

2) Section 0645 attached. 

3) Position Descriptions Attached. 

Part II -Cost Effectiveness 

A. Budget 

1) The budget has been prepared to maximize the direct support of the clients in the program. 

ESCT has determined the total amount of funding needed to cover the salary and benefits of 

direct service providers for programs mentioned in this RFP, only for the percentage of time 

working with clients who reside within the City of Austin and meet other eligibility criteria. 

This percentage is unique to each staff member based on the number of clients they have 

historically served that meet the eligibil ity requirements ofthis RFP. 

Total. Funding Request: $809,278 



2) Fundraising and Administrative Percentage: 9.8% 

B) Cost Per Client 

1) Cost per client served: $414.3 8 

Formula: Total Funding Request/TotaJ Clients Served through RF A funding=Cost Per Client 

2)N/A 

3) Average cost per client achieving each proposed performance measure: $595.50 

Formula; Total Funding Request/Total Number of Successful Clients Based on Program 

Outcomes=A verage cost per client achieving each proposed perf01mance measure 

4) All costs are based on the market value of staff positions plus 18% for benefits. ln order to 

effectively perform most activities of the proposed programs staff must be highly educated in 

trained in their tiel d. All staff positions at ESCT arc filled on an as need basis. All staff members 

play an integral role in the implementation of our programs. 

6) The social return on investment for the proposed strategies is relatively high. Clients 

receiving services from Easter Seals Central Texas benefit in a number of ways and the 

community benefits as well. All of our services promote self sufficiency which decreases 

institutionalization and even the need for caregivers throughout a person 's life. The 

overall goal of Easter Seals Central Texas is to promote independence and create 

opportunities fot people with disabilities to pursue their hopes and dreams. Our program 

strategies support increased employment, increased education, and increased access to 

health care for a population in need. An increase in these three factors support a positive 

social impact on our community. 



Part IV-Bonus Evaluation Points 

C. Healthy Service Environment 

Easter Seals Central Texas agrees to create a healthy service environment for our clients, visitors, 

and staff. Currently ESCT enforces a tobacco free policy and will commit to implementing all of 

the four Healthy Service Environment policies prior to 10/01 / 15. 

Easter S'eals Central Texas has an established tobacco-free policy and violence policy. These 

policies promote healthy living and do not permit the use of tobacco products of any kind on any 

kind or violence of any kind on property owned. leased, or rented by the organization. Poticics 

Attached. 

While ESCT does not currently have a written Mother-Friendly Workplace policy, we have 

consistently provided a mother friendly workplace. We provide breast feeding moms with 

specific do not disturb signs designated for breastfeeding moms that they can check out from the 

HR department and put on a locked office door. The locked door can either be their office or we 

can designate a comfortable space for them to utilize. ESCT agrees to form a written policy 

surrounding our efforts to support a Mother Friendly Workplace. 

ESCT will also agree to form a written policy surrounding Employee Wellness. Again, the 

organization does not have a formal initiative in place but does support employee well ness 

through a number of programs. ESCT promotes wellncss initiatives through our medical 

insurance carrier, Aetna. Get Active is the current program they offer for wellness, physical 

activity, nutrition, tobacco free living, and mental health. We also offer Gold's gym 

memberships and do Lunch and learns for other wellness topics, including financial wellness 

education. 



Section 0615 
Connection to Self-Sufficiency Goals 
and Life Continuum Categories 

Select the primary Self-Sufficiency Goal and Life Continuum Category that your Application 
narrative will describe. If applicable, select any secondary Self-Sufficiency Goals and Life 
Continuum Categories included in your Application narrative. 

For a detailed description of the Self-Sufficiency Goals and Life Continuum Categories, see 
Section 0500: Section l- Introduction. 

Select only one (1) of the following as the 
primary Self Sufficiency Goal your 
Application wil1 address: 

0 Safety Net Infrastructure 
O Transition Out of Poverty 
0 Problem Prevention 
0 UniversaJ Support Services 
0 Enrichment 

Select only one (1) of the following Life 
Continuum Categories your application will 
address based on the primary goal selected: 

D Early Childhood 
D Youth 
D Adults and Fami lies 
0 Seniors & Persons with Disabilities 

If additional Self-Sufficiency Goals and Life Continuum Categories are addressed by this 
Application, please identify each goal in the table provided below: 

Set f-Sufficiency Goals: 

D Safety Net Infrastructure 
D Transition Out of Poverty 
D Problem Prevention 
D Universal Support Services 
0 Enrichment 

Life Continuum Categories: 

D Early Childhood 
D Youth 
0 Adults and Families 
D Seniors & Persons with Disabilities 

Sec !:ion 06 15- Connection to Self· Sufficiency Goals and Life Continttl•m Categories Page I M I 



Program: __ ...:,A..:.:d;;.:u;;.:l.:..t =5-=-e:..:rv~ic::.:e~s=-------- Logic Model 
Situation: 

~ q Inputs 

• Staff 

• Equipment 
0 Fully 

functioning 
kitchen 

0 Company 
vehicles 

• Volunteers 

• Materials 

• Technology 
0 Assistive 

Outputs 
Activities Participation 

• Conduct life and social • Adults with 
skill building classes disabilities 
for adults with a 
disability 

• ASL Classes 
• Assistive technology 

training 
• Supported 

Employment 
• Follow Along - career 

skills building 
• Mental Health 

CJiittDJneS - Impact 
Shod Medium Lona 

0 Target population • Decreased social • Increased 
learns the use of isolation among independence for 
technology for social, adults with adults with 
career, and personal disabilities disabilities 
goals • Target population • More inclusive 

0 Empowering adults participates in community 
with disabilities community activities 
through skill building 
classes in order for 
them to establish 
independence 

Technology 
Lab 

0 Computers 
0 Tablets 
0 E-readers 

• Partners 

Counseling and Case 
Management 

• Next Chapter Book 
Club 

• Meaningful 
Relationships 

• Program Evaluation 
0 TIBH 
0 Safe Place 
0 Dell 

Assumptions 
'"All participant are employed 



Program: ---'H'"""o;::;..u;::.s;::;..i""'n""'g'-'S;::;..e;::;..rv;..;:..;.;ic::;.:e:..;:s;._ _______ Logic Model 
Situation: 

Inputs c) 
• Staff 
• Training 

0 Required 
• Mileage 

• Materials 

• Equipment 

• Technology 
0 Software 
0 Laptops 

• Partners 
0 Contractors 
0 TDHCA 
0 HUD 
0 Realtors 

Outputs 
Activtties Participation 

• Closing cost and down 0 Low income, first 
payment assistance time homebuyers 

• Home with a disability or a 
modifications/barrier family member with 
removal a disability 

• Temporary rental 
Underserved, assistance 0 

• Permanent Accessible unbanked 

Housing individuals 

• Financial literacy 0 Low income persons 
classes with a disabillty 

• Informal Home Buyer 0 Local contractors 
Counseling 0 Local realtors 

0 Local banks 

Shalt._ 
ooo:omaa - lmpact 

Medium lAng 
0 Prevention of 0 Increased 0 Increasing pool of 

homelessness within socialization of accessible housing 
the disability persons with 0 Increased 
community disabilities independence 

0 Increased 0 Decreased mental 0 Sustainable Living 
accessibility of health distress 0 Community 
homes 0 Increased financial integration 

0 Community stability/savvy 0 Low income 
integration Persons with 

0 De- disabilities gain a 
institutionalization of long term asset 
persons with 
disabilities 

0 Barrier removal 

Rev. 7/09 



Program: ___ Y..:...o=ut=:.h.:...::.Le.:.;a::.:r:...:.n:.:.;in_g;a...:..P....:.r~o'""g.:...:ra:::;m.:.;_ _______ Logic Model 

Inputs q 
• Staff 

Outputs 
Activities Participation 

• Develop curriculum 0 Area High Schools 

-
•-.,·~~ _Shtfit ~m LDi7rt 

0 Target population 0 Decreased social 0 Increased 

• Equipment 
0 Company 

vehicles 

• Volunteers 

• Materials 

• Technology 
0 Software 
0 Flash drives 
0 Tablets 
0 E-readers 
0 Laptops 

• Partners 
0 Dell 
0 Pam 
0 School 

districts 

0 Tailored to students in Life 
participant's Skills Programs 
needs 

0 T ransition Aged 
• Conduct skill building Students 

classes for youth ages 
0 Area high schools 14-26 with a disability 

• Technology Skills 0 Extended Programs 

Training 0 AISD Go 
0 Laptops Project 
0 Tablets 
0 E-readers 

• Pre-Employment 
Skills Training 

0 Job Interview 
Practice 

0 Online Job 
Searching 

0 Resume 

learns the use of isolation among independence for 
technology for social, target population area high school 
career, and personal 0 Target population students in Life 
goals participates in Skills Programs 

0 Empowering youth community activities and transition aged 
with disabilities 0 Target population students 
through skill building attains gainful 0 More Inclusive 
classes in order for employment Community 
them to establish 0 Equal employment 
independence opportunity based 

0 Participants are on skill level among 
marketable, the transition aged 
playing field is students 
leveled because now 
everyone has the 
same skills 

0 Project 
Search 

Writing 
• Next Chapter Book 

Club 
• Program Evaluation 

0 Satisfaction 
surveys 



Section 0640 
Program Performance Measures and Goals 

OUTPUT M EASURES 
Provide proposed goal amounts for your program in the City of Austin column, the All Other 
Funding Sources column and the TOTAL (City+ All Other) co lumn. 

Ci!Y of Austin All Other TOTAL (City. + 
OUTPUT # 1 (Required} Annual Goal Funding Sources All Other) Annual 

Annual Goal Goal 
Number of 11nduplicated clients served per 1,953 800 2,753 
12-month contract period 

City of Austin All Other TOTAL (City + 
OUTPUT # 2 (Required) Goal Funding Sources All Other) Goal 

GuaJ 
Number of unduplicated clients served 5,859 2,400 8,259 
during the ioitial36-mooth contract period 

OUTCOME (RESULTS) MEASURES 
Replace the blue text in the left column of this section with the actual wording of your measures' 
numerators, denominators, and outcome rates (by%). Also in the right column' s shaded blocks, 
include the corresponding goal amounts and percentages for each line. 

Total Program 
Total Program Performance - OUTCOME # 1 (Required) Annual Goal 

Number of Rehab clients making progress on their treatment plan goals 80 
(numerator) 
Total number of Rehab clients evaluated for progress on treatment plan 100 

_goals( denominator) 
Percent of Rehab clients who make progress toward treatment plan 80% 

goals (outcome rate) 

Total Program 
Total Program Performance- OUTCOME# 2 (Proposed) Annual Goal 

Number of clients who maintained employment 60 days as a result of 126 
receiving essential services. (numerator) 
Total number of clients who obtained employment as a result of 210 
receiving essential services. (denominator) 
Percentage of program participants who will increase their income 60% 
as a result of entering an employment program and receiving 
essential services (such as counseling, case management, supported 
employment, independent living skills} (outcome rate) 

Total 
Total Program Perfonnance - OUTCOME # 3 (Proposed) Program 

Annual Goal 
Number of clients showing improved life skills knowledge based 349 
program assessment tool. (numerator) 
Total number of clients unduplicated who have enrolled in a wrap- 465 
arow1d service (denominator) 

Section 0640 · Program Perfom1aoce Measures and Goals Page I of2 



Section 0640 
Pro_gram Performance Measures and Goals 

Percentage of program participants who increased knowledge of life 75% 
skills as a result of participating in a wraparound service (Financial 
literacy, computer literacy, c-reader group, resume writing, 
interview skills ) (outcome rate) 

(For additional Output or Outcome measures, copy and paste the blocks above and re-number 
I' I accm·c, tng4y 

Total Program 
Total Program Performance- OUTCOME# 4 (Proposed) Annual Goal 

Number of applicants who obtained housi ng, services (numerator) 104 
Total number of e ligible applicants who received essential services 115 
(denominator) 
Percentage of households that maintained housing or transitioned into 90% 
housing (outcome rate) 

Total Program 
Total Program Perfonnance - OUTCOME# 5 (Proposed) Annual Goal 

Number of ECl clients showing either improved fun ctional outcomes, or 300 
quality of life (numerator) 
Total number of ECI c lients assessed on functional improvement 375 
(denominator) 
Percentage of ECI clients showing either functional improvement 80% 
outcomes or quality of life (outcome rate) 

Total Program 
Total Program Performance - OUTCOME # 6 (Proposed) Annual Goal 

Number of c lients reporting satisfaction with services rendered 400 
(numerator) 
TotaJ number of clients surveyed (denominator) 500 
Percentage of clients reporting satisfaction with services rendered 80% 
(outcome rate) 

S~ctinn 01140 - Pro~ram Per forma nee M~a$Hres ant! Go~ls Page 2 of2 



MEMORANDUM OF UNDERSTANDING 
FOR THE OPERATION Ot 

The Family Support Cooperative of Austin, Texas/Travis County 

Partners 

Austin Travis County Integral Care 
The A.rc of the Capital Area 

Austin Independent School District 
Easter Seals Central Texas 

NAMI Austin, an Affiliate of NAMI (National Alliance on Mental Illness) 

A. Mission & Purpose 

The mission ofThe Family Support Cooperative (The FSC) is to provide families, private providers, 
educators, and caregivers of children with disabilities support and information through a 
collaborative effort of area school districts, community· based agencies and non-profit organizations. 

The purpose ofthis Memorandum of Understanding is to coordinate the management and 

operation of The FSC, and set overall guidelines for its operation and to implement a coordinated 

system to provide support and information to families and caregivers of children with disabilities in 

a series of meetings during the school year, in accordance with the calendar that describes topic 

content and locations. Meetings are provided at no cost to the participants and include dinner and 

childcare. 

Further, it is the intent of The FSC to provide technical assistance and training to build capacity 

within family groups to further the mission of The FSC, empowering them to provide educat ion and 

support to an increasingly inclusive community of families and caregivers of children with 

disabilities. 

B. Organization 

The FSC is a collaboration of Austin Travis County Integral Care, The Arc of the Capital Area, Austin 

Independent Schoof District, Easter Seals Central Texas, and NAMI Austin. 

C. Responsibilities 

Each partner will designate one (1) or two (2) representatives from their organization to participate 

in The FSC Steering Committee. The FSC Steering Committee will meet as needed. The FSC Steering 

Committee is responsible for the following: 

1. Planning, organization and overall facilitation of FSC meetings; 

1 
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2. Allocation of funding for the operation of FSC meetings, including, but not llmited to 

childcare, food, supplies and equipment; 

3. Demonstrating a measurable and effective service to the Austin community; 

4. Providing services that are barrier-free, culturally sensitive and utilize best practices; 

5. Building a consensus on a fou ndation of knowledge, understanding, and trust; 

6. Establishing and consistently utilizing dear channels of commun ication. 

D. Specific Roles of the Parties 

Austin Travis Cgyntylntegral Car~ 
1. Provide funding of $3000.00 for each academic year, contingent upon available funding 

and continuation of this agreement. 

2. Funding of $3000.00 will provide food, drinks, plasticware, utensils, materials, 

equipment as needed for The FSC. 

3. Support the operations of The FSC, excluding staffing ahd childcare. 

4. Provide assistance with obtaining presenters and volunteers for each FSC as needed. 

5. Provide space as needed for Steering Committee meetings, trainings, etc. 

6. Promote public awareness ofThe FSC through agency newsletters, local media, flyers, 

special events, and links through agency website. 

The Arc of the Caoita! Area 

2/21/2012 

1. Serve as custodian of The FSC funds; The Arc will be responsible for the maintenance, 

monitoring, fiscal accountability, and reporting of FSC funds. 

2. Provide assistance with obtaining presenters and volunteers for each FSC as needed. 

3. Provide space as needed for Steering Committee meetings, trainings, etc. 

4. Present on The Arc Guardianship Program one time per year. 

5. Collaborate in the development of the evalution tool to be distributed to participants 

for each FSC meeting; remain the lead in analyzing/interpreting data and reporting 

results to The Steering Committee. 

6. Promote public awareness of The FSCthrough agency newsletters, local media, flyers, 

special events, and links through agency website. 

2 



Austjn Independent School Djslfjct 
1. Provide full use, funding, and access to designated schools for FSC meetings, including 

staff support and custodial support to prepare rooms for meetings and clean-up after 

meetings. 

2. Maintain primary responsibility in organizing and setting up the physical environment 

for FSC meetings. 

3. Provide experienced AlSO support staff for childcare for children with disabilities and 

their siblings during FSC meetings. 

4. Provide funding for AISD obta ined chlldcare workers . 

5. Organize and host FSC Steering Committee meetings. 

6. Provide one staff member from FASST to attend FSC Steering Committee meetings. 

7. Provide assis1ance with obtaining presenters and volunteers for the FSC. 

B. Provide three (3) FASST staff members to assist at FSC meetings. 

9. Obtain and provide funding for Spanish and Sign language Interpreters. 

10. Collaborate In the development of the evalutlon tool to be disUibuted to participants 

for each FSC meeting, providing a Spanish and English version. 

11. Sign for food delivery, providing The Arc of the Capital Area with the receipt for each 

FSC event. 

12. Collate and report FSC attendance, childcare, and campus representation to Steering 

Committee and AISD administration for each FSC sponsored event. 

13. Promote public awareness fo The FSC through district newsletters, local media, flyers, 

special events, and links through AlSO website. 

Easter Seals of Central Texas 

2/21/2012 

1. Provide assistance with obtaining presenters and volunteers for each FSC as needed. 

2. Provide space as needed for Steering Committee meetings, trainings, etc. 

3. Provide access to Easter Seals national materials on various disabilities and Autism. 

4. Provide assistance from Social Work Intern as available. 

5. Provide available space for a Display Table at Annual Autism Awareness Expo and other 

related events. 
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6. Order food/drink as needed for each FSC. 

7. Promote public awareness of the FSC through agency newsletters, local media, flyers. 

special events, and links through agency website. 

NAMI Austin 
1. Provide assistance with obtaining presenters and volunteers for each FSC as needed. 

2. Provide space as needed to Steering Committee meetings, trainings, etc. 

3. Provide access to NAMI Austin courses, support groups, t rainings, etc. 

4. Take the initiative for providing and facilitating a family support group at The FSC 

meetings on mental illness. 

5. Promote public awareness of The FSC through organfzation newsletters, local media, 

flyers, special events, and links through organization website. 

E. The Undersigned Parties Mutually Agree to Provide Ongoing Support to The Family Support 
Cooperative of Austin, Texas/Travis County by: 

1. Providing executive oversight to the operations of the FSC. 

2. Actively seeking funding and support for the general operation ofThe FSC, Including but 

not limited to, food, in-kind donations and/or cash. 

3. Providing staff or volunteers to support, plan, manage and carry out The FSC meetings. 

4. Promote public awareness of The FSC through organization/agency newsletters, local 

media, flyers, special events, and links through organization/agency website. 

5. Conduct an annual evaluation of The FSC activities/outcomes. 

F. Sovereign Immunity 

Each party specifically reserves any claim it may have to sovereign immunity as a defense to any 
action arising ih conjunction with this Memorandum of Understanding. 

G. Terms 

This agreement may be amended by written mutual agreement of all parties. 

This agreement shall be effective upon signing by the respective parties, which should continue 
unless terminated by any signed parties. Any signatory may withdraw from this agreement at any 
t ime by providing a thirty (30) day written notice to all other signatories. 

2/21/2012 
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This agreement shall be renewed bienhially by all participating parties for clarity and/or for 
modification. If amendment needs to occur within the biennial, the respective party should request 
an MOU Review with all authorized parties. 

Authorized Signatures for The Family Support Cooperative of Austin, Texas/Travis County: 

Maya N. Vega, Director of Intellectual Disabilities Services 
Austin Travis County Integral Care 
1430 Collier Street, Austin, 1X 78704 
512-445-7772 

Susan Eason, Executive Director 
The Arc of the Capital Area 
2818 San Gabriel, Austin, TX 78705 
512-476-7044 

Kevin T. Coleman, President and CEO 

Easter Seals of Central Texas 
1611 Headway Circle, Bldg. 2, Austin, TX 78754 
512-478-2581 

Adrienne Kennedy, President 
NAMI Austin 
4110 Guadalupe 
P.O. Box 302398, Austin, TX 78703,0040 
512-420-9810 

Janna lilly, Director of Special Education 
Austin Independent School District 
1111 W. 6th Street, Austin, TX 78703-5399 
512-414-9825 

2/21/2012 
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Section 0645 
Program Staff Positions and Time 

List this program's position titles only (do not include staff names) and provide the 
corresponding number of Full Time Equivalent (FTE) positions which are assigned to this 
specific program. 

Program Staff 
List Program Staff by Title FTE's 
ECI Early Intervention Specialist 8 
ECI Service Coordinator 9 
ECI Dietician .30 
Physical Therapist 2.65 
Physical Therapist Assistant 1 
Rehab Service Coordinator 1 
Audiologist .35 
Speech Therapist 6.75 
Administrative Assistant 4 
Administrative Coordinator 1 
Client Accow1t Representative 1 
Occupational Therapist 3.25 
Supervisors 3 
Director 1 
Housing and Assistive Technology Specialist .85 
Housing Assistance Counselor 1 
Housing Programs Director .7 
Director - Counseling and Employment Services ,5 
Community Services Program Specialist .55 
Employment Program Special ist .7 
Deaf Services Coordinator .5 
Community Services Manager 1 
Licensed Professional Counselor 1 
Employment and Beyond Program Assistant 1 
Employment Consultant .5 

TOTALFTEs = 50.6 

<;cction 0645- Program Stuff Positions and Time Pagul uf I 
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Easter Seals Central Texas 
POSITION DESCRIPTION 

Name: 

Position Title: E & B Program Assistant (grant funded) Department: ES 
FLSA Status/Classification: Non exempt/Professional I Credential: Teachillg certificate pref. 
Approved: 7/20/2012 Last Revised: 7/20/2012 
POSITION REPORTS TO: Community Service Manager 
POSITIONS SUPERVISED: none 

POSITION PURPOSE: 
Provide quality services for persons served. Assist in the implementation of the Dell's Employment and 
Beyond computer program at community locations, i.e., schools, organizations and other locations identified. 
Oversee the training classes, documentation, grant metrics and service delivery. The occupant of this position 
is expected to meet Organizational Systems Manual (policies and procedures), multi-year Strategic Plan, 
Operational Work Plan, Organizational Calendar and teamwork expectations in the conduct of all professional 
activities. Specific operational priorities are identified in the annual Organizational Work Plan. The occupant 
is expected to maintain skills and knowledge essential for successful job performance. 

ESSENTIAL FUNCTIONS AND BASIC DUTIES 
1. Maintain appropriate and accurate student case files including applications1 releases, evaluations, and 

progress notes. 
2. Demonstrate behavior and verbiage that is professional and appropriate in the classroom. 
3. Must be reliable and dependable and attend all scheduled classes in order to build rapport with 

students 
4. Actively participate in the on-going support for students and their computer learning goals. 
5. Work in tandem with Employment and Beyond Coordinator to implement h·aining to help prepare 

students to engage in post-graduation job search. 
6. Act as a professional advocate for student with disabilities to assure the receipt of any or all support 

service information needed. 
7. Provide personalized attention to each student based on their level of need and be able to adjust 

rapidly. 
8. Creative thinking and ability to think outside the box to accommodate different learning styles. 
9. Network with businesses, community /business groups and other professionals in the community to 

remain current with resources that might benefit ESCT and the clients that we serve as assigned. 
10. Establish and maintain professional, working relationships with al1 external and internal stakeholders. 

MINIMUM QUALIFICATIONS EDUCATION/CERTIFICATION and/or EQUIVALENT EXPERIENCE: 
Bachelor's degree in a related field (e.g., education, sociology, social services, or liberal arts) and one year full
time experience performing similar duties (two years may be substituted for one year of college with eight 
years experience being equivalent to a college degree) in a classroom, rehabilitation agency or organization. 
Have some experience working with adults or transition aged youth with disabilities. This position requires 
basic understanding of computers and computer software and ability to interact with and relate to youth. 
Teaching certificate preferred. 

fhis description is intended to indicutc the kinds or task-~ und levels of work difficulty required or the position given fhi.s title and shall not be construed us d~laring what the 
specific durie~ and responsihilirics ol' any particular position shall be. I tis not intended to limit or in any way modify the right of management to assign, direct and control the 
work or employ~<es under supervision. The listing of duties 1101l responsibilities shall not be held to e.~clude other duties not mentioned thut are of ~imilar kind ur level of 
difficulty. 

KNOWLEDGE, SKILLS and ABILITIES 
Be able to follow oral and written directions and operate a variety of computer software and equipment. 
Have the ability to work with students with physical, emotional and/ or intellectual disabilities. 
Demonstrate the ability to work cooperatively with other employees, clients and their families and external 
supports of ESCT. 



Knowledge and skills related to the ability to manage the delivery of computer training program components. 
Knowledge and ability to adhere to confidentiality and ethical issues. 
Knowledge of interviewing and assessment of skills and potential for individuals and groups. 
Knowledge of basic crisis intervention practices and knowledge of community resources for referral. 
Ability to communicate effectively, verbally and in writing. 
Ability to maintain consistency with administrative and departmental policies through appropriate behavior, 
dress, attitude, attendance, confidentiality, professionalism and reliability. 
Computer knowledge including word processing and spreadsheets. 
Adherence to the safety, health and regulatory requirements as described in Easter Seals Central Texas policies 
and procedures. 
Respect for the value, potential and dignity for all participants in Easter Seals Central Texas' programs. 

PHYSICAL ACTIVITIES AND REQUffiEMENTS OF THIS POSITION 
0Frequent Sitting Standing and Stooping Bending or Twisting the Body 
01-2 hours a day 01-2 hours a day ~1-2 hours a day 
0 2-3 hours a day 02-3 hours a day 02-3 hours a day 
[8]3-4 hours a day IZ!3-4 hours a day 03-4 hours a day 
__ hours a day __ hours a day __ hours a day 

Lifting 
010·20 lbs 
020-40 lbs 
18]40-60 lbs 
0 60-_lbs 

Performing Repetitive Motions 
01-2 hours a day 01-2 hours a day 

02-3 hours a day 
03-4 hours a day 
__ hours a day 

Kneeling, Crouching, Stooping, or Crawling 
C8)1~2 hours a day 
02-3 hours a day 
03-4 hours a day 
__ hours a day 

IZ!2-3 hours a day 
03-4 hours a day 
__ hours a day 

Walking and Running 
~1-2 hours a day 
02-3 hours a day 
0 3-4 hours a day 
__ hours a day 

Exposure to Sounds, Noise Levels That are Distracting or Uncomfortable 

01-2 hours a day 
IZ!2.-3 hours a day 
03-4 hours a day 
__ hours a day 

Exposure to extreme bright or inadequate lighting Exposure to Contaminants 

01-2 hours a day 
~2-3 hours a day 
03-4 hours a day 
__ hours a day 

Finger Dexterity (ie. Handle, Control, or Feel Objects, Tools, or Controls) 
0 1-2 hours a day 
02-3 hours a day 
IZ!3-4 hours a day 
__ hours a day 

VP Administration and IIR -----------------

I have received and reviewed this position description. 

Position Occupant 

Outdoors, Exposed to Weather 
Ol-2 hours a day 
18]2-3 hours a day 
0 3-4 hours a day 
__ hours a day 

Exposure to Hot/Cold Temperatures 
(above 90 F degrees) or (below 32 P degrees) 
01-2 hours a day 
02-3 hours a day 
[8]3-4 hours a day 
_ _ hours a day 

Exposure to Healthcare Bio~hazards 
(ie., disease and illness) 
01-2 hours a day 
02-3 hours a day 
18]3-4 hours a day 
__ hours a day 

Approval Date _____ _ 

Approval Date'-----



Position Description - Part C 
E & B Program Specialist 
Specific Performance Objectives- 2012-2013 60% of Total Obtained 

(Will constitute 60% of review criteria) 
Objectives: Insert% of Total 

hete 
1. Maintain Base Revenue: 60% 

a. ensure funding revenue through direct and indirect 
services to clients; 

b. ensure case documentation remains in compliance 
with Dell and other funding requirements 

c. ensure funding revenue through developing and 
maintaining professional relationships with referral 
som·ces and community service providers, and;. 

2. Service Volume, Output, and Productivity: 40% 
a. Serve 175 youth with disabilities per school year. 
b. Create curriculums based on student preference. 
c, Disseminate satisfaction surveys to students served. 

Total 100% 

Critical Performance Factors {Rating 1-5) (Will constitute 30% of review criteria) 

------~1. Deadlines (Internal & External) 
______ _ ,.2. Compliance with ESCT Policies & Procedures 
_______ .3. Compliance with Safety Standards 

General Performance Factors {Rating 1-5) {Will constitute 10% of review criteria) 

_____ _ _ 1. Quality of work 
_______ .2. Knowledge 
_____ __ .3. Judgment and problem solving 
_______ 4. Professionalism 
_______ 5. Oral and written communications 
______ __,6. Colleague relations/ teamwork 
_____ _ 7. Dependability 
________ .8. htitiativefDrive 
_______ 9. Time Management 
_______ 10. Attendance and Punctuality 

I have received and reviewed these performance objectives. 

Position Occupant ______________ Approval Date ___ _ 

Supervisor--------------- --Approval Date ____ _ 

Insert % Obtained 
when reviewing. 



Position T]rle: l.ead Employment Consultant 
FLSA Status: Exempt 
Approval Date: 

Reports to: Director of Employment Services 
Positions supervised: Job Coaches (PRN) 

Easter Seals Central Texas 
Position Description 

Dept: Employment Services 
Classification: Managerial I 
Revision Date: F<lbruary 1, 2013 

Credential: Bachelors degree 

The Lead Employment Consultant reports directly to rhe Director of Employment Services and as a member of the Employment Services team is responsible for: Ensuring the 
timely delivery of quality employment services to the people with disabilities that we serve. In a lead role, take responsibllfty for quality documentation and record keeping In 
acrordance with funding sources. Specific operational priorities are Identified In the annual Organization's Operational Work Plan. The occupant of this position Is guided by the 
Organltatlonal Systems Manual (policies and procedures), multl·year Strategic Plan, Operational Work Plan, Organizational calendar and teamwork eMpectations In the condutt of 
all professional activities. The occupant Is expected to maintain skills and knowledge essential for successful job performance, 

ESSENTIAL FUNCTIONS AND BASIC DUTIES 
Meet placement and retention outcomes established for 14 clients which includes tompletlng ~ntake, a~sessment, job development, job placement, job coaching and se(Vice 

1 coordination as needed to secure these outcomes. 
2 Work with OARS to obtain client referral·> lor employment services. 
l Schedule and keep appointments will counselors, clients, employers and other parties in a tfmely, efficient and effectfve manner. 
4 Act as a professional advocate for persons with disabilitTes in coordinating ongoing support of their goals. 
5 Maintain and be responsible for case records and documentation according: to aRencv, clinical, OARS and CARF requirements. 
6 Complete case notes on a tomely manner as events occur. 
1 Attend Peer Review, Staff, QA, Ql or other aaency committee meetings as assigned. 
8 Attend agency Wide staff trainings and required meetings. 
9 Network with funding sources to ensure satisfaction with services and keep r~ferral goals. 

10 Esr:abllsh and maintain professional, working relationships with all ••ternal and Internal stakeholders. 
11 Other duties as assigned 

MINIMUM QUALIFICATIONS/EOUCI\TIDN/CERTIFic;ATIDN and/or EQUIVALENT EXPERIENCE 
t. Mastel's degree in rehabilitation, counseling and guidance, psychology; or, 
1. 8achclot's degree in a related field (c,g., education, sociology, social services, or liberal arts) and one year full-time eKperlence perfurm<ng similar duties In 
a rehabilitation ancncy or organltatfon (two years may be substituted for one year of collc6e with eight years eK rlencl! being equivalent to a tollet,e d~gre<!j . 
..... jf,..,.,,.., ... wtf1t .. Wk.ff ~ lo.Wt .. Ht4t ... .,.,. .... fit ~rt .... trr.lklfll.t(} ,, .. ..._ • .,, • ._. ,........_ -"'" ...... f'lii'Jr tfOiil ~llo.tJ ..tt ,_.ii"'"IHWOIII..-tkd.f'IIIII:J.,_fuJ i)fe'1{JII('""'~ 4Wftt• il .... ~·l\oro tllf*fll) ,..,f6n.h, ...... ~ .. "'_. ..... )til toi.lf ~ ...... ~., 
•II••• '- ~··~ _...~) ,., •tU..tli•.n•tfWif""'"' .._..aO\tll•...,,_... {~rt,_,.ftl.t~N~Aftw,.,_.fGwwh''•""* 1"-'~•..,...t•••tlh....., •#;t~~.u ..... ..,...,w .-a .. ,d\tk 1fffw,.,_•• f'WI,..,......,.'lt • •i .,..,...,., u,w"',_ .. ._ • .., •rn...,.,. 
KNOWLEDGE, SKILlS and ABILITIES 

1 Demonstrate the ability to wort. cooperallvely with other employees, clients and tneir fam111Cili ond extern• I iupportor$ of ESc;T, 

2 1\bility to supervise othen, 
3 Knowledge and skills related ro the ability to manage the delivery of vocational program components. 
4 ~nowledge and ability to adhere to confidentiality and ethical issues. 
5 Kno>vledge of interviewing and assessment of skills and potential lor individuals and groups. 
6 Knowledge of basic crises Interventions practices and knowledge of community r~sources for referral. 
7 Ability to communicate elfectiv<>ly, verbally and in Writing. 
8 Kno\vledge of billing procedun!s appropriate to funding source. 

Ability to maontaln cooslstency with adminiStrative and departmental poll des through appropriate behavior, dress, attitude, attendance, confidentiality, professionalism and 
9 reliability. 

10 Computer knowledge Including word processing and spreadsheets. 
1t Adhere to the safety, health and regulatory requirements as described In Easter 5eals·Cenlral Texas pofltJes and procedures. 
U Respect for the value, potential and dignity for all participants in Easter Seals·Central Texas' programs. 

PHYSICAL ActiVITIES AND REQUIREMENTS OF THIS POSITION (Self· explanatory) 
Frequent Sitting 

1·2 hours a day 
__ 2·3 hours a days 
_X_3·4 hours a day 
__ Hoursa day 

Standing/Stooping 
1·2hours a day 

--2-3 hours a days 
-X-3·4 hours a day 
= Hours a day 

Lifting 
10-20 lbs. 

__ 20-40 lb>. 

_x _40·60 lbs. 
GO•lbs. 

Walking/Running 
X 1·2 hours a day 
--2·3 hours a days 

3-4 hours a day 
--Hours a day 

Bending/T\iiisting 
_X_l·2 hours a day 

2·3 hours a days 
__ 3·4 hours a day 

11ours a day 

\lico ProsldCJ>t, HR & Admin 

EKposure to extreme bright or IO>adequate li&htlng 

Performins repetitive motions 

X 

X 

Exposure to Heall.l'lc;ua BiD-lr.:Jun:ts (l"e .. %11sease & Illness) 

0 

0 

I h•ve received and reviewed this position description, 

1·2 hours a day 
2·3 hours a d~ys 
~hours a day 
Hour> a day 

1·2 nours a dav 
2·3 hours a days 
3-4 hours a dav 
Hours a day 

1·2 flours a day 
2·3 hours a days 
3·4 hours a day 
Hours a day 

1·2 hours a day 
2·3 hours a days 
3·4 hours • day 
Hours a day 

1·2 hours a day 
2·3 hours a days 
3-4 hours a day 
Hoursa d;,y 

1\pproval Date: 

Exposure to Contaminants 

0 

Outdoors, Exposed to Weather 

)( 

hposura to Hot/Cold famps.(90 F+ o,. .n f ·) 

D 

ICncrcllna, CroudilnJ, S.too~na. or Crawlln& 
)( 

.Additional Factors· enter here 

1·2 hours a day 
1-3 hours a days 
3·~ hours • day 
HourH day 

1·2 hours a day 
1·3 hours a days 
3 ·4 hours a day 
Hours a day 

1·2 hours a day 
1· 3 hours a days 
3·4 hours a dav 
Hours ada~ 

1·2 hours a day 
2·3 hours a days 
3·4 hours a day 
Hours a day 

1·1 hours a day 
2-3 hours a days 
3-4 hours a day 
Hnur~tttby 
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Po-s-ltlon OCcupant~ 

Easter Seals Central Texas 
Position Description 

---------------- ----- ApprovaiOate: 



Easter Seals Central Texas 
Position Description 

Position Description - Part C and Performance Evaluation Form 

Name: 
Position ntle: Lead Employment Consultant 
SpedfJc Performi1nce Obje, tives- Fiscal Year Z013 [Fiscal vear that position description or performilnce evaluation 15 rorl 

Individual Goals (Will CQnstltute 90% of review criteri• ) 

D•llvcr 24 Job placoonenb for clients that include closure bntlng to DARS 

Makes W v1slts each month ro n~w ~mployers 
Submit billings no IJtcr thnn three days after benchmartr ac.h1evcd. 

Malnlllln case records accorcllna to BC!/DARS ~orld~ pr~p>llt for rnonuo<IIIB v~iU ond CAliF. 
Total: 

r .. m Goolo: (Will constltut• 10" of review crlt•ri•) 

ESCT not ;ncome (v< FV 131 I 
l ine of service budger management 
Total: 
Spedflc Performance ObtecUves Total 

E•cellent Skilled 

90-100 80.89 
-[Bold the category 11.\e-d above that •s some as specific performance obje<tiVe>IO"I! 

Comments: 
Insert overall performance comments here. 

Developmentoal Needs and Plans for Performance Development and/or Improvement 

Insert developmental needs and plans for performance development and/or Improvement here, 

My signature below verifies I have partlcfpated 1n my evaluation. MV comments are: 

Employee Signature 

Reviewer's Name (Printed) 

ReVIewer's Signature 

Reviewer's reporting relationship to employee: 

fnsert percentace to 
bt obtained in thfs 
column 

60% 

15% 
15% 

10l4i 
90% 

Insert.,.:. of Total hero 

514 

s"' 
ro" 

100% 

Needs Improvement 

70-79 

[Put a capital X for correct descriptio!\] 

Position D•~criptlon • Part C 
inte<frn Evaluation 
Annual Evaluation 

Insert actual obtained ptrcentace In this column 
(Blank for Part C, completed for Evaluation) 

O'l(, 

Insert 'K Obtained when ,ovlewtng 

O'K 

Unsatlsfattory 

69&below 

Immediate 5upetVIsor 

X 

Date 

Date 

Date 



T 
Easter Seals 
t»l••ll!v.t•'tlcfl 

Easter Seals Central Texas 
Position Description 

Name: 
Position Title: 
fLSA Status: 
Approval Date; 

Reports to: 
Positions supervised: 

Licensed Counselor 
Exempt 

Director of Employment Services 
None 

Dept: Employment Services 
Classification: Professional II 
Revision Date: January 30, 2013 

Credential; Masters degree; appropriate Ocensurc 

The licensed Counselor reports directly to the Director of Employment Services and as<~ member of the Employment S~rviccs team is responsible for specific 
operational priorities that are identified In the annual Organization's Operational Work Plan. This position Is responsible for the management and implementation 
of the mental health counseling program for 125 clients enrolled in the PJT program. The occupant of this position Is guided by the Organizational Systems 
Manual (policies and procedures). mufti-year Strategic Plan, Operational Work Plan, Organizational Calendar and teamwork expectations In the conduct of 1111 
professional activitie-s. lhe occupant is e~pecred to maintain skil ls and knowledge essential for successful job performance. 

ESSENTIAL fUNCTIONS AND BASIC DUTIES 
1 Provide clinical counseling services to 125 paid job trainees. 

Maintain compliance with, policies, standards and procedures consistent with accreditation, certification, practice standards, licensure. and regulatory 
2 requirements, 
9 Complete GAF assessment at program intake and then at 9D day benchmark for all Individuals in the PJT program_ 
4 Work with Individuals on their Outcome Manageme'lt Plans to enhance goal attainment. 
S Maintaln confidential records in accordance with ESCT policies and procedures. 
6 Other duties as assigned 

MINIMUM QUALIFICATION5/EDUCATION/CER11FICATION and/or EQUIVALENT EXPERIENCE' 
Master's degree in Counseling, Soda! Work and{ or related tield. Current Clinical licensure as applicable under T\!xas law Is required \lPC, LCSW, or LMn, etc). At 
least two years of clinical counseling ewperience worlclng w1th adults with disabilities or behavioral healthcare diagnoses. Bilingual in Spanish a plus. E.xperlence 
with the 12 step process and supporting people with co·occuring diagnosis. 

Thill description is intended to indicate the kinds ot task.~ and levels or work dirfitulty required of the po,ition given this title and shu II not be construed ~s 
dcchtrfn(Z what the specific dulit.~ and responsibilitic., ot any particular position sha ll be. rt is not intended to limit or in any way modify the right of 
mnnRgement to assign, olirect and control the work or employees under supervision. The listing of duties and responsibilities shall not be beld to tJtludc 
other duties not mentioned that are or similar ki.nd or level of difficulty. 

KNOWLEDGE, SKillS and ABILITIES 
1 Knowledge and skills related to counseling persons with developmental, behavioral, and/orrehabllitatlve disabilities. 
2 Ability to communicate effectively, verbally and in writing, internally and In the external environment. 
3 Work independently and use good judgment. 
4 Maintain program data and report to the funding source. 
5 Demonstrate Initiative and Imagination. 
6 Demonstrated ability to implement quality assurance and improvement proresses. 
7 Abil ity to manage time and resources within project tfmelines. 
8 Ability to multi-task. 
9 Respect for the value. potential and digrllty of service participants and their families. 

PHYSICAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION [Self· explanatory) 
Frequent Sitting 

1·2 hours a dav 
X 2·3 hours a days 

= 3-4 hours a day 
Hours a day 

Standing/Stooping 
1·2 hours a day 

_lL_2·3 hours a days 
3·4 hours a day 
Hours a day 

lifting 
X 10-2D lbs. 

--20·40 lbs. 
40·60ibs, 

=GO+ Ibs. 

Walking/Running 
_lL_ 1·2 hours a day 

2·3 hours a days 
--3-4 hours a day 

Hours a day 

Bending/Twisting 
_X_l-2 hours a day 

2·3 hours a days 
--3-4 hours a day 
--Hours a day 

Exposure to extreme bright or Inadequate lighting 
___________ .....cX:..._ ___________ i -2 hours a day 

------------------------------------------2·3hoursadays 
--------------------------3-4hoursaday 
------------------------Hours a day 

Performing repetitive motions 

-------------.,,...------------1·2 hours a day 
-------------"X'-------------2·3 hours a days 
----------------------3·4 hours a day 
--------------- --- ------Hours a day 

Finger Delrterlty (fe. Handle, Control, or Feel Objects, Tools, or Controls) 
1·2 hours a day ------------------------2-3 hours a days 

X 3-4 hours a day 

------------------------Hours a day 

Exposure to Healthcare Bio--hazards (ie., disease & illness) 

- --------------------- 1-2hoursaday 
------------------------2-3 hours a days 
----------------------------------------------3·4hours aday 
-------------~X~-----------Hoursaday 

EKposure to Sounds, Noise Levels That are Distracting or Uncomfortable 

------------------------1·2 hours a day 
--- ----------------------2-3 hours a days 
------------------------~--------------------3-4hoursaday 
-----------------~0~------------------Hoursaday 

Vice President, HR & Admin. ________ _______________ _ Approval Date: 

I have received and reviewed this position description. 

Position Occupant· Approval Date: 

Exposure to Contaminants 

----------------1·2 hours a day 
- -----------------------------2· 3 hours a days 
------------ ----3·4 hours a day 
________ ..;o::_ _______ Hoursa day 

Outdoors, Exposed to Weather 
_______ ..;Xc:._ _______ l-2 hours a day 

---------------2·3 hours a days 
---------------3·4 hours a day 
---------------Hours a day 

Exposure to Hot/Cold Temps.(90 F+ or 32 F-) 
1·2 hour~ a day 

----------------2-3 hours a days 

-------- -=------ --3-4 hours a day 
0 Hours a day 

Kneeling, Crouching, Stooping, or Crawling 
X 1·2 hours a day 

------- --------2· 3 hours a days 
------------------------------3-4 hours a day 
------------------------Hours a day 

Additional Factors · enter here 

---------------1·2 hours a day 
---------------l-3 hours a days 
---------------3·4 ho\Jrs a day 
-------- ------ ---Hours a day 



Easter Seals Central Texas 
Position Description 

Name: 

Position Description - Part C and Performance Evaluation Form 

)Put a capita l X for torrect description) 
Name: Position Description - Part C X 
Position Title: Interim Evaluation 
Specific Performance ObJectives- Fiscal Year 2013 [Fiscal year that position description or performance evaluation !.Annual Evaluation 

Individual Goals (Will co nstitute 90% of review criteria) 

Provide counseling services for a minimum of US individuals 

Complete GAF as~essment at lnt~ke and again at 90 days for PJT clients 
Maintain case files for funder compliance (City of Austin) 
Attain LPC Supervisory Certification and supervise LPC intern 

Total: 

Team Goals: (Will constitute 10% of review criteria) 

ESCT Net Income (vs FY13) 
line of Service Budget Management 
Total: 
Specific Performance Objectives Total 

Excellent Skilled 

90-100 80-89 
[Bold the category hsted above rhat •s same as specific performance olljectlves total! 
Comments: 
Insert overall performance comments here. 

peve lopmental Needs and Pla ns for Performance Development and/or Improvement 

Insert percentage 
to be obtained In 
thls~olumn 

35% 

35% 
20% 
10% 

90% 
Insert% of Total 

here 
5% 
5% 

10% 
100% 

Needs 

70-79 

Insert developmental needs and plans for performance developrnent and/or Improvement here. 

Mv signature below verifies I have partlclpated in my evaluation. My cornments are: 

Employee Signature 

Reviewer's Name {Printed) 

Reviewer's Signature 

Reviewer's reporting relationship to employee: 

Insert actual obtained percentage In this 
column (Blank lor Part C, comple ted for 
Evaluation) 

0% 

Insert% Obtained w!H!n reviewing 

0% 

Unsatisfactory 

69& below 

Immediate Supervisor 

Date 

Date 

Date 
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Easter Seals Central Texas 
Position Description 

Position Title: Employment and Sevond Program Assistant Dept: Employment Services 
FlSA Status: Non·Exempt; Part·time Classification: Professional f 
Approval Date: July 20, 2012 Revision Date: February 1, lOU 

~eports to: Employment and Beyond COordinator Credential: none 

Positions supervised: _N'"'o"'n"'e'------------------------

The Employment and Beyond Program Assistant reports directly to the Emplopym~nt and Beyond Coordinator and as a member of the Empioym~nt Services team iS r~ponsible 
for: Providing quality ~ervlces for persons served by assllting In the lmplernentatfon of the Dell'> Employment And Beyond computer program at community locations, i.e,. schools, 
organization> and other locations identiO•d. Oversee the training classes, documentation, grant metrics and service del1very. Specific operational priorities are ldentilled in the 
annual OrganizatiOn's Operational Work Plan. The occupant of this position Is guided by the Organizational Systems Manual (policies •nd procedures), multi-year Strategic Plan, 
Operational Work Plan, Organizational Calendar-and teamwork expectations in the conduct of all professional actlvltles. The occupant is expected to maintain skills and knowledge 
ess.,ntlaf for succe>Sful job performance, 

ESSENTIAl FUNCTIONS AND BASIC DliTIES 
1 Maintain appropriate and accurate student case Hies induding applications, releases, evaluations, and progr<l>s notes. 
2 Demonstrate behaviO< and verbiage that is professional and appropriate In tM classroom. 
3 Must be reliable and dependable and attend all scheduled classes In order to build rapport with students 
4 Actively participate in the on-going support for students and their col)lputer learning goals. 
5 Work In tandem with Employment and Beyond Coordinator to implement training to help prepare students to engage In post·graduatlon job search. 
6 Act as a professional advocate for student with disabilities to assure the receipt of any of all support service information needed. 
7 Provide pcr•on.>lizcd attention to coch nudcnt ba5ed on their level of n£cd ond be able to odju5t rapidly. 
8 Creative thinking and abiUty to thi~~ outside t~c box to accommodate different learning styles. 

Network with businesses, community/business groups and other profCMionals in the community to remain current with resources that nnight benent ESCT and the clients 
9 tnat we serve as assigned. 

10 Establish and maintain professional, working relationships wlt/1 all external and Internal sta~eholders, 
11 Other duties as assigned 

MINIMUi\11 QUAUFICATIONS/EOUCATION/CERTIFICATION and} or EQUIVALENT EXPERIENCE 
One year full·time experience perfor(nlng similar duties In a cla><rOQm, rehabilitatlon agency or organization. 
Have some c>pericnce working with adults or transition aged youth with disabilities 
This position rvqulr<'s basic und•r.tandlng of computers and computer software and a ahllhy to Interact with and relate to youth. 

fMt Oon!Ct1fl001' h rnrt"Mfotd 11'1 lncUuh· lllf ldiWI_, Jll tukJ Slt41w'Willlr1otar-~d!rtc-ttll)' l'f'qtlolt&-d tttllo!tt fiO'H tltol ,;!~HI II$ ijlff- tnlll si••U ... ,, '"'ftlhfrwrd "'lltd•~& "'lt.t lflr•~t.ttllfK:IIIII4 f'e.'!l'tllllol-..k._ "' ltq fl•~fr roWfllwt , ........ H W -~ 
jlilll,orlir or Cit •"l' ••!.m41~ tt.e rit.t\1 oiiiHifll(tmfftC ft'~~:Pil&ft. dr...:t"fn.l Nnlr.lllu-l'l'l'lfkornnlli.Olt'ft .-...,....,r-:r:oUN-. 1M 1W1tn1 or.~•WJ and rn,.amlbi!Mft. tft•j Ml w Nit! to v.-d!Ai.t" .-~n-chlfttt nM" !'mlli~~ lh•l we •4 ._...,,. ktM • "'"• ,.. ... ~ .... 
KNOWlEDGE, SKILlS and ABILITIES 

1 Be able to follow oral and written directions and operate a varl.,ty of computer software and equipment. 
2 Have lhe ablflty to wor~ with students with physical, emotional and/or intellectual disabllftles. 
3 Demonstrate the ability to work cooperatively with other employees, clients and th~ir families and c~ternal suppor1ed of ESCr 
4 Knowledge and skills related to the ability to manage the delivery of computer training program components. 
5 Knowledge and ability to adhere to confidentiality and ethical iSsues. 
6 knowledge of Interviewing and assessment of skM!s and potential for Individuals and groups. 
7 knowledge of baSIC crisis intervention practtees and knowledge of community resources for referral. 
8 Ability to communicate effectively, verbiillv and In writing. 

Ability to maintain consistency with admrmstrativc and departmenml policies through appropriate behav1or, dress, attitude, attendance, confidentiality, proresslonaliSm and 
9 reliability. 

10 Computer knowledge rncluding word processing and spreadsheets. 
11 Adherence to the safety, health and regulatory requirements as described in Easter Seals Central Texas potides and procedures. 
l2 Respect for the 1/alue, potential and dignity for all partiopants In Easter Seals Central Te~as' programs. 

PHYSICAl ACTIVITIES AND REQUIREMENTS OF THIS POSITION (Self - e•plonatorv) 
Frequent Sitting 

1-2 hours a. day = 2-3 ~ours a days 
_x_3·4 hours a day 

Hours a day 

Standing/Stooping 
1-2 hours a day 
2-3 hours a days 

x 3-4 hours a day 
___ Hours a day 

lifting 
10-20 lbs. 
20·40 lbs. 

-•-40·60 lbs. 
60+ lbs. 

Walking/Running 
_x_1·2 hours a day 

2·3 hours a days 
__ 3-4 hoursa day 
__ Hours a day 

Bendlng/Twlstl"i 
_>1_1·2 hours a day 

2-3 hours a days = 3·4 hours a day 
Hours a day 

VIce President., HR & Adm1n 

Exposure to extreme bright or inadoqu3lellshllng 

--------------------------------------------------1·2hoUrsaday 
------------------------~------------------------2~hoursadays 
--------------------------------------------------J-4hoursaday 
-----------------------------------------------------Hours a day 

Performing repetitive motions 
1·2 hours a day 

---------------------------2-.3 hours a days 

--------------------------------------------------3·4 hoursaday 
--------------------------------------------------Hoursad3y 

--------------------------------------------------~2hour~aday 
------------- ------------- -2-3 hours a days 
------------------------~x~-----------------------3·4hoursaday 
--------------------------------------------------Hours a day 

--------------------------------------------------1·2hoursaday 
-------------------------------------------------2-'3 hours a days 
--------------------------------------------------3·4hoursaday 
------------------------~0~-----------------------Hoursaday 

--------------------------------------------------1·2hoursaday 
-------------------------------------------------2·3 hours a days 
------------------------~------------------------3-4hoursaday 
------------------------~0~-----------------------Hour>aday 

Approval Date: 

f have recelved anct reviewed this posttiOn dt!scr1ptlon. 

Position Occupont:: Appmvaf Date; 

Exposure to Contamiruonts 

-----------------l-2 hours a day 
------------------------------2-3 hours a days 
---------------:-------------- 3-4 hours a day 
_ _______ .;o:.._ ______ _ Hoursa day 

Outdoors, Exposed to Weat~er 
,__ _____________________________ 1·2 hours a day 

---------------="=--------------- 2-3 hours a days 
------------------------------- 3·4 )10urs a day 
---------------------------------Hou~aday 

b.po1urc to Hot/Coid Temps.(90 f+. or U F·J 

-------------------------------1-2 hours a day 
------------------------------2-3 hours a days 
---------'~'----------3·4 hours a day 
-------------------------------Hours a day 

Knt~ffn& Croud'III'IC. Stooprnc, or CnWIIftl 

________ ...;;.. ________ 1-2 hour_' a day 

---------- ----- - -2-3 /lours a days 
------------------------------3-4 hours a day 
_________________ Hours a day 

Additional factors- enter here 

------------------------------1-2 hours a day 
- -----------------------------2·3 hours a days 
- -----------------------------3·4 hours a day 
--------------------------------Hours a day 



Easter Seals Central Texas 
Position Description 

Position Description - Part c and Performance Evaluation Form 

Nil me: 
Poslllon Tille: 
Specific Perlonnance Objt cilves- ~lscal Year 2013 (Fiscal year that position description or performance evaluation is iorJ 

Individual Goals (Will constitute 90% of review criteria) 

Ptovlde computer Instructions lor 200 youth wilh dlsabllltk<s 

Complete 200 In lakes and ma1ntain docllm~nt.Jtlon to m~~t funding combliance ,eqlilremenu 

Total: 

ream Goofs: (Will constitute 10% of review criteria) 

ESCT Not Income (vs FY 2013) 

Une of Servlc.c Budstl management 

Total: 
$poc1Rc l>erlormance Objectives fatal 

Excellent Skilled 

90-100 80-89 

[Bold the category listed above that is same as specific performance obfectrves total! 
Comments: 
Insert overall performance comments here. 

Developmental Needs and Plans ror Performance Development and/or Improvement 
Insert developmental need} and plans for perfor')lance development and/or Improvement here, 

My sig-nature below verifies I have participated in my evaluation. My comments are: 

Employee Signature 

Reviewer's Name (Printed) 

Reviewer's Signature 

Reviewer's reporting relationship to employee: 

tnsert pe_rce:ntiJ.f' to 
be obtained in this 
column 

75% 

lS!H. 

90% 

ln<ert% of Tollll here 

S'il 
5% 

JO% 

100% 

Needs Improvement 

70-79 

(Put a capital X for conect description! 
Position Description -Part C 
Interim Evaluation 
Annual Evaluation 

lns&rt actual obtained percentage In t:hts column 
(Bianlt for Part C, completod for Evaluation) 

0% 

Insert% Obtained when reviewing 

G% 
01)(, 

Unsatisfactory 

69&below 

Immediate Supervisor 

oate 

Oate 

Date 
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Easter Seals Central Texas 
Position Description 

Positioll Title: Deaf Services Coordinator Dept: Employment Services 
FLSA Status: Non·Exempt Classification: Professional! 
Approval Date: Revision Date~ February 1, 2013 

Reports to: Director of Employment Serilces Credential; Bachelor's degree or equivalent 
Positions supervised: 

The Deaf Services Coordinator reports directly to the Director of Employment Services and as a member of the Employment Services team is responsible for providing quality 
service> for persons served. Overseeing usage of computers to enhance Independence (or persons served through the Liberation Station, and serving Q rlea f clients weekly ln 
addition to referrals from TSBVH. Specific operational prlorirles are identified in the annual Organization's Operational Worlc Plan. The occupant of this position Is guided by the 
Organizational Systems Manual (policies and procedures), mult~year Strategic Plan, Operational Work Plan, Organizational Calendar and teamwork expc~tatlons In the conduct of 
all professional activities. The occupant Is expected to main!aln skills and knowledge essential for successful job performance. 

ESSENTIAl FUNCTIONS AND BASIC DliTIES 
1 Provide computer support for deal clients(S) and others who usc the computers in Uberation .Station. 
2 Implement and coordinate the on-going •UPfiOrt ior clients In their comf1uler u.age and learning goals 
3 Participate in >taff and other trainings as requested to foster prol~sslonal growth. 
4 Report, at once or at least within twenty· four hours of awareness, any suspected cases of neglect, exploitation, or abuse Involving program participants. 
5 Act as a professional advocate for persons with disabilities to assure the receipt of any or all support serilces needed. 
6 Establish and maintain professional, working relationships with all e~temal and Internal sta~eholders. 
7 Other duties~ assigned 

MINIMUM QUALIFICATIONS/EDUCATION/CERTIFICATION and/or EQUIVALENT EXPERIENCE 
Bachelor's degree In a related field (e.~: .• education, sociology, social services, or liberal artS) and one year luil•time experience performing similar 
duties in a rehabilitation agency or organizaUon (two years may be substi tuted for one year or college with eight years experience being equivalent 

to a conege dewel!). 

t._~,.,~h~•W.••N'•..,._,., ,.~...,..,..,,.tlf""lWil tfi,..,..,., ,.-1.,....,•...,.,_.._11,,"'W..-,..,...,\II ...... i .. ,_,,.,.. .. ,nt.rflll.c•lll•lilw~4•...-."""*'"~t/ffi!V',..•~••~4fM~ ••--•~•.J 
~r~tfllil~flt 1'1 "'tt fl() ..ttl) •• ('lfrtlllf•~~...,.., .. .Wcn.. ... d .. !WI~tllll h~~ \lt""~'"w.lrr-'lllfT\klra IIW I.tl.\llrc.,J 4.'11n .. ~ f~W. .... M"' 11-ll ... -. ... Wl ... t~IIIIA-...""'"' lltd m•lil .... t b.f , .,..t.,t ......... 
KNOWLEDGE, SKilLS and ABiliTIES 

1 DerT1onstrate the ability to wor" cooperatively with other employees, clients and their families. 
2 Knowledge and skills related to the ability to support clients with disabilities with computer s~ill acquisition. 
3 K11owledge and ability to adhere to confidentiality aod ethical issues. 
4 Ability to maintain consistency with administrative and departmental policies through appropriate behavior, dress, attitude, attendance, confidentlallty1 professionalism and 
5 Computer knowledge including word processing and spreadsheets. 
6 Adherence to the safety, health and regulatory requirements as described In Easter Seals Central Texas policies-and procedure>. 
7 Respect for the value, potential and dignity for all participants in Easter Seals Central Texas' programs. 

PHYSICAL ACTIVITIES AND REQUIRJ:MENTS Of THIS POSITION (Self- e>tplonatory] 

Frequent Sitting Exp0$ure to extreme bright or lnadeqwte lighting 
_X_1·2 hours a day 
__ 2·3 hours a days 

3-4 hours a day 
Hours a day 

Standing/Stooping 

X 1·2 hours a day 
2·3 hours a days 

__ 3·4 hours a dav 
__ Hours a day 

Lifting 
10·201lls. 
20-401lls. 

7 40-601bs. 
--60+ Ibs. 

WalklngJRunning 
_X_1·2 hours a day 

2-3 hours a days 
3-4 hours a day 
Hours a day 

Bending/Twisting 

X 1·2 hours a day 
-- 2· 3 hours a days 
--3-4 hours a dav 

Hours a day 

VI"" Pr<!sident. HR & Admin. 

-----------------------------------------------------1·2hoursaday 
----------------------------------------------------2·3 hours a days 
------------...,-------------l-4 hours a day 
-------------~0~------------Hoursaday 

Performing repetitive motions 

--------------,----- --- -----1·2hoursaday 
-------------~X~------------2·3hoursada~ 
--------- -----------------3·4 hoursaday 
--------------- ------------------ ----Hours a day 

Flncer bt!-.tttltf Ue. H~ndle, Conttof, Of' fH-1 Obfecu,. Toolt, 01 COntrols) 

------------------------1-lhours.a day 
-------------------------2-3 hours a days 
-------------------------~X~----------------------3·4hou~aday 
-----------------------------------------------------Hou~ a day 

Ewposu-re 10 Htitl1hcllre 8io·h:tr.lnb: (le •• diseas-e&. Utnwl 

1-2 hours a dav 
- - --- ---------------- -----2-3 hours a days 

--------------------------3-4hoursaday 
-------------~0~------------Hoursaday 

--------------------------------------------------1·2hoursadaV 
------------------------ --------------------2..3 hours a days 
-------------~-------------3·4hoursaday 
-------------~0~------------Hoursaday 

Approval Date! 

I have rectNt d and reViewed this position des:criptlon. 

Po.dtiun Octupnnt: Approval Date: 

Exposure tn Contaminants 

- ------------ - --------1·2 hours a day 
--------------------------------2·3 hours a days 
-------------------3-4 hours a day 
--------~0~--------Hoursaday 

Outdoors, Exposed to Weather 
----------'X;.__ ____________ 1·2 hours a day 

-------------------2·3 hours a days 
-----------------3·4 hours a day 
------------ ------------Hours a day 

Exposure to Hot/Cold Te.mp~.(90 F+ or n F ·) 

----------------1-2 hours a day 
------- - - ---------2·3 hours a days 
---------,...--------3·4 hours a day 
-------------~0~--------------Hoursaday 

ICnceJitta. Cto-ucnTna.Stoopln&. or Ct-awflna 
_______________ ..:.X:..._ _____________ l·2 hours a day 

--------------------------------2·3 hours • days 
------- ---------3-4hoursaday 
----------------Hours a day 

A<lditional FactOrs· enter here 

------------------------------ -1·2 hours a day 
-----------------2·3 hours a days 
----------------3·4Mursa day 
-------------------------------Hours a day 



Easter Seals Central Texas 
Position Description 

Position Description · Part C and Performance Evaluation Form 

Name: 
Position 11tle: Deaf Services Coordinator 
Speclhc Performance Objectives - Fiscal v .. r 2013 (fbcal year that position description or performance ovaiuotion Is for) 

Individual Gools (Will constitute 90'l(, of review criteria) 

Support 5 deaf clleflt5 wec.klv in computer access Bnd l~mfng activities 

Su!)pOrt ttGo Pfoject1' classes in lea.rn!ng ASl, 

Malntajn case flle! for d('.Jf clients .5C:rvcd to meet 1~ comptianc.o. 

Total: 

T .. m Goals: (Will constitute 10% of review criteria) 

ESCT Net Income lv< FYl3 budgelodl 
line of Service Budget Moncement 
Total: 

Spume Performance Objectives Total 

E xcelient Skllled 

90-100 80-89 

[llold the category I~ ted above that IS same as spec1Rc performance obJectives total] 
Comments: 
Insert overall performance comments here. 

Developmental Needs and Plans for Performance Development and/ or Improvement 
Insert developmemal needs and plans for performance development and/or improvement here. 

My signature below verifies I have participated in my evaluation. My comments are: 

Employee Signature 

Reviewer's Name (Printed) 

Reviewer's Signature 

Reviewer·s reporting relationsh ip to employee: 

Insert pe-rcentace to 
be obtained In this 
cofumn 

50% 

30% 

20% 

90'1(, 

Insert % of Totaf here 

5% 

5% 

10% 

100% 

Needs Improvement 

70-79 

(Pill • capital)( for correct description) 

Position Description· Part C 
lnterfrn Evaluation 
Annual Evaluation 

Insert • d ual obt.itlned percentJ:If In this column 
(&lank for Part C. complet"d for Evaluation) 

0% 

Insert')(, Oblalnod when n!V~wing 

0% 

0% 

Unsatisfactory 

69& below 

Immediate Suoervisor 

X 

Date 

Oate 

Date 



Easter Seals Central Texas 
Position Description 

Name: 
Position Title: 
FlSA Status~ 
Approval Date: 

Reports to: 
Positions supervised: 

Community Services Program Splldalist 
Non Exempt 
February 1, 2013 
Director, Employment Services 
PRN Job Coaches 

Dept: Department: Employment Services 
Classification: Business Function II 
Revision Date: Revised: January 2013 

Credential : Credential ~ Bachelors degree preferred 

The Follow Along Specialist/Independent living Coordinator reports directly to the Director of Employment Services and team is responsible for providing quality 
services for persons served. FolfowAiong Services (80 clients) include job-site training and coaching, employer consultations, and off-site support as appropriate 
to 1ncrease individual's success and satrsfactlon with their employment. tnqependent Livfng (9 cHents)supports include organl~lng and supporting the " Indies" as 
they plan and participate In local activities. clAsses and events. Specific operational priorities are identified in the annual Organization's Operational Work Plan. 
The Occupant of this position is guided by the Organizational Systems Manual (policies and procedures), multi·year Strategic Plan, Operational Work Plan, 
Organizational Calendar and teamwork expectations in the co11duct of all professional activities. The occupant is expected to maintal/1 skills and knowled&e 
essential for successful job performance. 

1 Mai11tain client case files including consents and case notes. 
1 Serve as a back up job coach for individuals by providing apporpriate on the job training and/or by hiring, supervising, and training job coaches. 
3 Implement and coordinate the on-gong follow along support for clients who have been on the job three monthc or longer. 
4 Create a service plan for each follow along client during the first quarter of the calendar year. 
5 Coordinate and accompany the Indies In their outings and community actiVIties. 
6 Create a service plan for each Independent living client yearly and with 2 weeks of program admission. 
7 Report census data each quarter for the City, County and OARS as appropriat e. 
8 Paniclpate in special studies, grant research or data collection activities as requested. 
9 Act as a professional advocate for persons with disabilities to assure the receipt of any or all suppon services needed. 

10 Other duties as assigned 
MINIMUM QUALIFICATIONS/EDUCATION/CERTIFICATION and/or EQUIVALENT EXPERIENCE 

Bachelors' degree preferred. Able to create/maintain electronic case documents; work in a fast paced social services setting. Bilfngual pref. CPR and First Aid 
required. 

KNOWLEDGE, SKILlS and ABILITIES 
1 Demonstrat e the abfliry to work cooperatively with other employees, clients and their families and ewternal stakeholders of ESCT-
2. Knowledge and skills related to the ability to manage the delfverv of employment program components. 
3 Knowledge and avility to adhere to to confidentiality and ethical issues. 
4 Knowledge of interviewing and assessment of skills and potential for Individuals and groups. 
5 Knowledge of basic crises intervention practices and knowledge of community resources for referral . 
6 Ability to communicate effectively, verbally and in writlng. 
7 Computer knowledge Including work processing and spreadsheets. 
8 Respect for the value, potential and dl!lnlty for all participants in Easter Seals Central Texas' programs. 
9 Adllerance to the safety,llealth and regulatory requirements as described in Easter Seals Central Texas policies and procedures. 

PHYSICAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION (Self- explanatory) 
Free Exposure to extreme bright or inadequate lighting 
_X_l-2 hours a day 

2-3 hours a days 
3-4 hours a day 
Hours a day 

Standing/Stooping 
_x_ l-2 hours a dav 

1-3 hours a days 
--3·4 hours a day 

0 Hoursaday 

Lifting 
__ 10·20 lbs. 

20·40 lbs. 
x 40·60 lbs. 
__ GO+Ibs. 

Walking/Running 
_X_l-2 hours a day 

2-3 hours a days 
- -3·4 hours a day 
-- Hours a day 

Bending/Twisting 
X 1·2 hours a day 
--2.-3 hours a day.s 
--3·4 hours a day 
--Hours a day 

--------------- ---------1-2 hours a day 
------------------------2.-3 hours a days-
---------------------~---------------------3~hou~aday 
---------------~0~----------------- Hoursaday 

Performing repetitive motions 
X 1·1 hours a dav 

-----------...:..:------------2-3 hours a days 

----------------- -------3·4 hours a day 
-------------------------Hours a day 

Finger Dexterity (ie. Handle, Control, or Feel Objects, Tools, or Controls) 

- ---------------------1·2hoursa day 
- ------------------------2-3hoursadays 

X 3·4 hours a day 

------------------------Hours a day 

Exposure to Healthcare Bio-hazards (ie .• disease & illness) 

-------------------------------~2hoursaday 
------------------------2-3 hours a days 
------------=- -----------34hoursaday 
------------~0~------------Hoursaday 

Exposure to Sounds, Noise levels That are Distracting or Uncomfortable 

------------ -------------1·2 hours a day 
------------------------2-3 hours a days 
------------,------------3-4hours a day 

0 Hours a day 

Vice President, HR & Admln· ...,...,~--,..,,...--,...-,.-,...---------------
t have received and reviewed this position description. 

Approval Date; 

Position Occupant: Approval Datec 

l hilve rece-Ived and reviewed this position description. 

Position OccUpint! 
------------------------- Approlr.ll D>ta; 

Exposure to Contaminants. 

---------------1-2 hours a day 
---------------2-3 hours a days 
--------::--------3·4 hours a day 
--------~0~--------Hoursaday 

Outdoors, Exposed to Weather 
-------~X.:...._ _______ l -2 hours a dav 

----------------2·3 hours a days _______________ 3-4hoursa day 

-----------------Hours a day 

Exposure to Hot/Cold Temps.(90 f+ or 32 F ·I 
------- ------- -1-2 hours a day 
-------- - ------ - -1-3 hours a days 
--------:--------3·4 hours a day 

0 Hours a day 

Kneeling, Crouching, Stoop.ing. or Crawling 
_______ ...;x.:...._ _______ l-2 hours a clay 

2·3 hours a days ---------------3-4 hours a day 
_ ______________ Hours a day 

Additional Factors- enter here 

------------ ---1-2 hours a day 
---------------2-3 hours a days 
---------------3·4 hours a day 
---------------Hours a day 



T 
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Easter Seals Central Texas 
Position Description 

Name: 

Position Description · Part C and Petformance Evaluation Form 

Name: 
Positklo Titl•t Follow Along Spedalist/lndependentllvlng Coordinator 
Speclfi'c Performanc.e Obj"ediiJes - Fl.scal Year 2013 [Ftscal year that po$ltlon description or performance evaluation li for) 

Individual Goals (Will constitute 90% of review crlterlo) 

Maintain cerulJs ol9 clients enrolled In todopcndcnllMng 

Mafnt•in ca><,load ol88 Follow Along clients 
Create service pliln for roch client served (minimum of 97) 

Ensul1! compliance with funders (County and 01\RS) 

Total: 

Team Go• Is: (Will con.stltute 10% of revh!W criteria) 

ESCT N~ttncomc (vs fYH) 

Line of Service Budget Management 

Total: 

Specific Performance Objectives Total 

E•cellent Sllllled 

90·100 80-89 

(Sold t)le category liSted above that Is same as specific performance objectives total ( 

Comments: 
Insert ove.rall performance comments here, 

Developmenul Needs and PlilM for Performance Development and/or Improvement 
Insert developmental need~ and plans for performance development and/or Improvement here. 

My signature below verifies I have participated In mv evaluation. MY comments are: 

Employee Signature 

Reviewer's Name {Printed) 

Revu!wer's Signature 

Reviewer's reporting relationship to e mployee: 

lnten P-ttcent~ee to 
be obtained In this 
columrt 

JO"A. 

3m 
2m 
20% 

9"" 
Insert% oiTotal here 

5% 
5% 

10% 
100% 

Needs Improvement 

70-79 

[Put a capital X for correct description] 

Position Description · Part C 
Interim Evaluation 
Annual Evaluation 

ln1ert 1t=tutl obtained percentage io this column 
(Bionk for Part C1 completed lor Evaluation) 

O"A 

Insert" Obroincd whcrt rcvicw1ou 

D'J6 

Unsatisfactory 

69& bolow 

Immediate Supervisor 

X 

Date 

Oate 

Oate 



.-.:::____-_ - =---:--_ 

Easter Seals Central Texas 
Position Description 

Posi tion Title: Employment Program .Specialist Dept: Employment Services 
FlSA Status: Exempt Classification: Professional 
Approval Oat~ July 19, 2013 Revision Date: July 19, 2013 

Reports to: Counseling and Employment Services Director Credential: None, bilingual preferred 

Positions supervised: _:;N:,:o::,n:::•'-------------------------

The Program Specialist reports directly to the CoUnseling and Employment Services Director and as a member of the Workforce Development- Employment Services team Is 
responsible for programmatic support to consumers In the supported employment and patd job training programs to sef\le the needs of participants and program goals Tile 
occupant of this position is guided by the Organizational Systems Manual (policies and procedures), multi-year Strategic Plan, Operational Work Plan, Organizational Calendar and 
teamwork expectations In the conduct of all professional activities. Tile occupant is expected to maintain skills and knowledge l'.Ssential for successful job performance. 

ESSENTIAL FUNCTIONS ANO BASIC DUTIES 
1 Responsible for effective sef\llce delivery that includes support necessary for clients to succeed in their program plans. 
2 Creates and mainta ins program reporting systems to ensure compliance with grant and contract requirements 
3 Ensure accuracy and completion of consumer files and program flies according to agency, OARS and City/County requirements. 
4 Perform administrative functions including document preparations 10 secure financial assistance for program participants 
5 Processes bOling and paperwork for all progrDm activities to meet contract requirement$ and secure payment 
6 Compile and complete client satisfactions surveys two times a year or as directed, 
7 Provide support and wordination assistance for the Job Coach tearn, 
8 Coordinates program analysis and special short-term projects as needed. 
9 Otherdutfes as assigned 

MINIMUM QUAUFICATIONS/EDUCATION/CERTIFICATION and/or EQUIVALENT EXPERt£NCE 
Bachelor's degree in health or human services, business or demonstrated equivalent experience in related field, plus three or more years of experience In 
business administration. Experience with outreach and traln\ng programs and program administration. 

tl\k ~fijltl~t~thW.MIIIfil tttli>li! .. •k' lllt:: ~llll<it.ol'tlo~k.t ••!ltlif\fkllf'ltlak!lln'lrw!b' tt~ud!Kit)fi..-IIM~~tiCiw•• IW! t!flr:•Nl•lt'l,.!ll bftwi511'\Jf'rlotfdl'd.tnn.•t." lite 1pHII\(d~lfk:j •Mirnplll'ltaM!fl~llf•l_, p1rlkllf_, f"'VIh.n tii•U'~ III:I,..Mh ...... 
,,.lMJt tltlfll ~_, ... ) NIA!IIf\.11'\t rlcl~l or •""•n•pr .. wut fu a.Oiljl'l. d•fWt 111d H;,ilrnl lht fn"rr" .,, t-m)lh!)t'tllwt4t-r flliprnt-1. rl.t lut-_.t (I( &u!ib ..W f~( .... u.-:l.llf~ ~.fj ... h IWN .,_ ru,_., """' ,....,-,...,. tHtM~ lll.f,llf• tl .,..,, """~ ~fi t.l 

"'""""'· 
KNOWLEDGE, SKILLS and ABiliTIES 

1 Demonstrated knowledge of community resources and ability to prepare, analyze and interpret program information accurately on a '"gular basis and present information In 
a clear and concise manner 

2 Demonstrated ability to coordinate multiple activities, manage time and evaluate progress and allocate resources to completing activities 
3 Experience w1th disability services programs and ability to work with diverse communities 
4 Working knowledge of social servtcc and disability service delivery svstem In Texas; knowledge mav be based on personal experience, professional training and experience In 

direct service delivery 
S Ability to maintain confidentiality and adhere 10 code of ethics and other ethical Issues 
6 Excellent wrilfng and communication skills; proficiency in word processing and database programs 
7 evidence of commitment to full inclusion of individuals with disabilities In all aspects of soc•ety 

PHYSICAl ACTIVJllES AND REQUIREMENTS OF THIS POSITION (Self · explanatory) 
Frequl!11t Sitting 
__ 1-2 hour.; a day 
__ 2·3 haul'S a days 

_X_3·4 hoUrs a day 
Hours a day 

Standing/Stooping 
X 1·2 hours a day = 2-J hours a days 

__ 3-4 hours a day 

__ Ho"" a day 

Uftlng 
X 10-201bs. 

--20-40ibs. 
--40-601bs, 
--60,.1bs. 

Walking/Running 
_X_l-2 hours a day 

2-3 hours a days 
__ 3-4 hours a day 

1-ir.>U'>llday 

Bending/Twisting 
X 1-2 hours a day 

--2-J hours a days 
--3-4 hours a day 
--Hours a day 

Vice President, HR & Admin 

Exposure to extrome bright or Inadequate lighting 

-----------------------------------------------------~2hoursaday 
-------------------------2-3 hours a days 
------------~--------------3-4hoursadav 
---------------~0~-----------------------Hovrsaday 

Performing repl!tltlve motloru 

------------------------------------------------1-2 hours a day 

---------------::---------------'l-3 hours il t1ays 
----------------------~X~-----------------------3·4hoursaday 
-----------------------------------------------------Hours a day 

--------------------------------------------------~2hoursaday 
- ----------------- -,.------------------2-3 hours a days 
--------------------~X~---------------------- 34 hoursad•y 
-------------------------------------------------Hours a day 

EJposure to NealthtJrt 81o-h.n~rds (lc., dlsuse &. Mlntu) 

----------------------------1-2 hours a day 
~-----------------------------------------2-3hoursadays 
----------------------------3-4 hours a day 
-----------------------~0~-----------------------~oursaday 

--------------------------------------------l~hoursaday 
--------- - - ----------------2-3 hours a days 
------------------------~------------------------3-4hoursaday 
--------------------------~o __________________________ Hoursarlav 

Approval Date: 

l have received and re11lewed thls position c:t.s«iptlo.n. 

Position Occupant: Approval D•l• : 

Exposure to Contaminants 

------------------1-2 hours a day 
------------------------------2-3 hours a days 
--------------------------------34hoursaday 
----------------~0~---------------Hoursaday 

Outdoors, Elcposed to Weather 

------------------1-2 hours a day __________________ l-d hours a days 

----------------~----------------34hoursaday 
----------------~0~---------------Hoursaday 

bposure to Hot/Cold Temps.(90 f.t or32 f · ~ 

___________ _:;X;._ ___________ l-2 1lours a day 

----------- ----- ---------2-3 hours a days 
__________________ 3-4hours a day 

-------------------------------Hours a day 

Kneellnr, CrouchtnJ, Stooplnc,. or Ct~wllnc 

----------'X:.._ ________ l-2 hours a day 

------------------2-3 hours a days 
------------------------------34 hours a day 
--------------------------------Hours•d•y 

Additional Fa~tors- enter here 

---------------------------1-2 hours a day 

------------------------------l-3 hours a days 
------------------------------3-4 hours a dav 

----------------------------------Hours a day 



Easter Seals Central Texas 
Position Description 

Position Description · Part C and Performance Evaluation Form 

Nilme: 

Po>illon Ttllc: 
~petlllc Performance ObJectives - Fisul Year 2013 [Fiscal yur that position description or perlormance evaluation Is fori 

Individual Goals (Will constitute !IS% of review criteria) 

Ens1Jre direct and Indirect services are provided, reported and billed (as appropriate) for 100 program 
participants 
rrack performance metrics for OARS contract activities and others as asslr,ned. 

Oversee satisfaction surveys 2 limes a vear, May and November to 20% of clients served in each prog. 

Complete quarterly reporting tor I he City and County on or before deadlme (lOth or the month 
following Q.Uarter close}. 

Total: 

Team Goals: (Will constitute 10" of re•lew criteria) 

ESCT Not lncnm• (vs FYl3 b•dgetcd) 
llnc of Service Budget Mangcment 
Total: 
Specific Perform~nce Objeccives Totlll 

Excellent Sk111ed 

90·100 80-89 
-(Bold the category listed above that Is same'" specofic performancx: ob,ecuves totall 

Comments: 
Insert overall performance comments here. 

Oevelopmentlll Needs and Plans for Performance Development a nd/or Improve ment 
Insert developmental nee<Js and plans for performance development and/or improvement here 

My signature below verifies I have participated ln my evaluation. My comments are: 

Employee Signature 

Reviewer's Name (Printed) 

Reviewer's Signature 

Reviewer's reportlnR relationship to employee: 

lns.en pefte-ntale to 
be obtained In this 
cnlumn 

40% 

25% 

20% 

JS% 

90% 

Insert" of Total llere 

5% 

s" 
10% 

100% 

Needs Improvement 

70-79 

[Put a capital~ for correct descript1on1 
Position Description- Part C 
ln1erim Evaluati011 
Annual Evaluation 

lnsen actual obtained percentage In rhls e:olumn 
(Blank for Part C, completed for Evaluation) 

0% 

ln~t~rt% Obtained when rei/loWing 

0')(, 

Unsatisfactory 

69&below 

Immediate Supervisor 

X 

O~te 

Oat<! 

Date 



Early Childhood Intervention- Supervisor 

Location: Austin, TX- 80% travel 
Job Type: Full-time, Exempt with full benefits 1st of the month following 90 days 
Reports to: ECI Team Lead 

In keeping with our mission, we provide exceptional services to ensure that all people with 
disabilities or specials needs and their families have equal opportunities to live, learn, work and 
play in their communities. We offer competitive pay and benefits, a positive work environment. 
and opportunities to make a difference in the lives of those we serve. 

Responsible for all aspects of early intervention program development, administratTon and 
evaluation. Provides supervision to the early intervention team. 

JOB RESONSIBILITIES: 

• Supervise and train early intervention staff by providing ongoing communication and 
conducting performance evaluations. 

• Complete developmental assessments of individuals served and participate in 
multidisciplinary evaluations. 

• Provide training in accordance with written program plan to both ch ild and family 
members. 

• Interact with family and child in an emotionally supportive and therapeutic manner to 
reinforce appropriate behavior. 

• Conduct family needs surveys to determine priorities, resources and concerns, as well as 
family strengths. 

• Select and/or design curriculum, and revise or replace as necessary. 
• Assist family in identifying social and community resources and natural supports, and 

train them to utilize such resources. 
• Maintain files regarding the progress of child and family, and document other required 

information. 
• Participate in service delivery planning, coord ination and implementation, and make 

recommendations regarding policy and procedure for early intervention. 

KNOWLEDGE, SKILLS & ABILITIES 
• Knowledge of Company policies and procedures. 
• Knowledge of early childhood development. 
• Knowledge of applicable regulatory requirements. 
• Skill in working with individuals with developmental disabilities. 
• Ability to communicate effectively in a courteous and professional manner. 
• Ability to use a personal computer. 
• Ability to travel as needed up to 80% locally 
• Ability to drive. 
• Ability to maintain a patient and positive attitude. 

EDUCATION & EXPERIENCE 
Bachelor's Degree in Child Development, Early Intervention or a related field Eligibility 
certification as an Early Interventionist must be maintained and renewed every three (3) years. 
Completion of State requirements must be met. Must have a valid driver's license. 

Submit resumes with salary requirements to hresources@eastersealstx.com or fax to (512) 615-
7121 EOE 



Easter Seals Central Texas 
Position Description 

Position Title: Director, Therapeutic Services Dept: Children & Family Servlees 
FlSA Status: Exempt ClassificaUon: Director 
Approval Date• Julv31. 2013 Revision Date: July :n. 2013 

Reports to: Vfce President Operations & Finance Credentlal: None 
Positrons supervised: 

ECI and Rehab Team Leads 

The Director, Tl1erapeutlc Services reports directly to the Vice President Operations & Finance and as a member of the Children & Family Services team will be resPOnsible for 
ldentlflng, developing and managing the operations of the Children & Family Services Department In order to meet the needs of the community and support the strategic goats 
and mission of (aster Seals Central Te~as. Responsibilities Include promotion, administration and evaluation of medical rehabilitation programs that are mission-based, flscal/v 
responsible and meet or e~ceed the requirements at regulatory and/or certification agendes. Specmc operational priorities are 1dentiHed In ltle annual Organization's 
Operational Wor~ Plan. The occupant of this position is guided by the Organizational systems Manual (policies and procedures), multi-year Strategic Plan, Operational Work Plan, 
Organizational Calendar and teamwork expectations in the conduct of all professional actiVIties. The oc-cupant iS expected to maintain skills and knowledge essential for sutcessful 
job performance. 

ESSENTIAL FUNCTIONS AND BASIC DliTIES 
Strategic Planning 

1 Is an active member of the organization'$ managcfl'ellt team. Participates In strategic planning and development of departmental strategic goals tied to t~e organizational 
plan. 

2 Develops and monitors iOal attainment of departmental business plan. Communicates the plan and department performance related to the plan to administration. lndudln~: 
variance reports addreS>Ing positive and negative variances, possible contribllton& factors and an action plan, when appropriate, to addre.s the variance. 

3 Performs/facilitates ~ community assessment of needs in relation to current local and national trends in the rehabilitation m•rketplaoe Use;s outcom~ and knoll/ledge 111 
determining the strategic direction of the department and pro.:rams. 

4 Collaborates with other organizations in the community to 1dentlfv program needs and ma•lmize program potential t)lrougt) coordinated service d•lfvery. 
S Oversees marketing and promotion ol rehabilit•tlon programrnlns. This Includes bur is not limited to the development and implementalloro of an annual marketing plan that 

corl'l!sponds to the organizational and departmental strategic plan, 

fi Develops and facilitate' referral and donor relationships including participation In fundraising activitlt'S in collaboration with the developrnent department and/or plan. 

1 Collaborates Willi physician consultant to review the. organization's rehabilitation services as related to commUnity need, program performance community aWareness, 
quality of care and/or program enMancements. 
Administration 

1 

2 ActiVely partidpates in quality Improvement process througll Quality Improvement, Quality Assurance, environmental Quality and/or Utili!atlonfPeer Review Committees, 
1 Maintains. and updates policies and proc~dures for thP organlt.atlon1s rl!hab. t"dliUP!i w comply with the local, state and federal rP.gulatn"V Aget~cy rules. 

4 Maintains corporate compliance and HIPAA programs. Monitors e(11plovee training and compliance. 
5 Conducts client record /chart audits fur appropriate utilization of s"rvices and resources. Reports to Utilization Revle\11 Committee. 
6 Develops and maintains position descriptions, quallflcation specilltat/ons, and performance standards fur all positions $Upervised and ensures ongoing competence through 

coordinated competence and performance assessment activity, 
7 facilitato.s communication by ensuring formal and informal methods are routinely employed Including routine staff meetings, written communi<:alions, electronic 

communications and other outl~> as identified. 
8 

Ensures compliance with appropriate standards of accreditation agcndes. Prepares for and coordinates surveys:. develops and implements corrective action plans. 
9 

Maintains current knowledge or standardS and revisions to regulations and keep up-to•date on current legislation <lnd regulations that apply to children and family services. 
~iscal Management 

~ Drafb annual program budget 1n collaboration with CEO, Finance staff and/or others, 
2 Monitor~ program performance against budeet on at least a monthly basis. 
3 Analyzes program performance against budget projection~ and determines actions necessary for variances, 
4 Analyzes data and Information to determine need for strategic shifts In operations. 
S Contributes to the determination of provider enrollment opportunities with third party payors and participates in contract negotiation for rates based on cost and value of services 
6 Monitors coding, billing, and coll~ctions process, including denials of payment, with business operations department to assist with timely and acrurate collection of paymenL 
7 Assisls finance department In determining fair and appropriate charges for services based on cost and value of the service. 

Cllnlcalleaclership 
1 Provides guidance and supervision to facillt.1te effective program operations 
2 Provides/encourages leadership, guidance and continued personal development ot clinical skills of staff tn order to build and maintain a ~raff of premier service providers. 
3 Participates 1"n staffing decisions Including hiring, assigning, evaluating. disciplining "ilnd termination. 
4 Develops new programs and revises e•lsting prOQI'<lmS in response to communi tv needs assessment information. 
S Participates actively In professional organizations and encourages others to participate through a variety of means Including membership, adVotacyacrivltles, and educational activities, 
6 Collaborates with other departments in the developJTicnt and delivery of servie<$ with the result of services being integrated throughout the organization allowing for cross• 

service line referral, integrated materials, whote-organi~atlon marketing and other benefits gained ttlrouet> a team approach. 
MINII\IIUI\II QUALIFICATIONS/EDUCATION/CERTifiCATION and/or EQUIVALENT £XPEfliENCE 

Minimum of entry level bache!or's/master's In chosen health-related discipline. Prefer master's degree in managernent/admfnistratlon. 
Minimum of flve year> of experience working in a clinical settlng (or setting llmilar to affiliate) "'lth supervisory re>ponslbllltle>. Prefer ttn yeers of progressive experience 
with at least two vears in a leadership position and/or proven track record of progressive business growth . 
Must have First Aid and CPR certification 
Must pass TB test, criminal and badq:round checldncludlng fingerprints. 
Must have current drll/er's license, copy of driving record and proof of automobile Insurance. 
Demonstrated oral and written communication skills. 

rMt dt:kfip~oon 8 Wt!ttodt4 tu rndln(• ill'«" U ..... • nl I~ ...-11 l•••b •Jf •ilrk 11JmN1() rT.IflllA'll fll +hr t-.llilln c:hntl!tlJ riOt•-.nd ..0 '"''' I• l'iln~l rlflt'd u ll•dar~~ •'••t Ow •prt.irk-41.1'""' •rwl rt'iOf""Oiblliflt• ~ "'J p.rtiNI•r p..VIfvn tto .. ll iot. h .. AUt MHNh• 
lu ... Ut In lllf tuy W*D() I~ rbhl Uf ll"•ht.t-111 Lo &~o~olat. 4J.r«r 1,.U. Nnlrol tbt ~~oo.tlo; \•I ~ ~~·pt.,1«11ll\l4tr '"l~t"l.!llft n>e" lfltin1 fl(lllll.l~ 11.! tetpcii'\Jhlliflet ~•II ""'l t. l~llt tl'l C't.d~ lf>!)itr .tutlet Ml J'!O!"'NIMed ll!olt -rt OJ tllf'Jbr iOrld br .. ttl .of 

M""'"'· 
KNOWLEDGE, SKILLS ancl ABILITIES 

J Advanced supervisory and management skills. 
2 Respect for the value, potential and dignity of service participants and their tamllres. 
3 Knowledge and skills related to achieving .successful outcomes for persons 9t risk of, or with developmental and/or rehabilitatiVe tMIIenge;s. 
4 D~rnonstrat•d track record In meeting mission through attainment of bottom line revenue greater than expense. 
S Demonstrated track record in attaining and maintaining contract program goals and budget goals. 
6 AbilitY to communica,te effectively, verbally, and In writing, intcrn~lly and In the external environment. 
7 Work Independently and u.se good judgment. 
8 Must have proven business development sk111s 



Easter Seals Central Texas 
Position Description 

PHYSICAL ACTIVITIES AND REQUIREMENTS OF THIS POSmON [S~Jf · .. plonatory) 
Frequent Sitting 

1·2 hours a day 
__ 2-3 hours<t days 

3·4 hours a day 
_s_ Hours a day 

StandlnllfStoaplng 
X \-2 hours a day 

--2-3 hours a days 
__ 3-4 hours a day 

Hours a day 

Uftlng 

X 10·20ibs. 
-20-40ibs. 

40-60 lbs. 
__ 60+fbs. 

Walking/Running 
_X_l-2 hours a day 

2·3 hours a days 
--3-4 hours a day 
=Hours a day 

Bending/Twisting 
_X_l-2 hours a day 

2-3 hours a da~s 
--3-4 hours a day 

=Hours a day 

Vice President, HR & Admin 

E.xposure to extreme brl&ht or Inadequate lighting 

----------------------~N~/~A~----------------------1·2hoursaday 
---------------------------- 2-3 hours a days 
---------------------------3-4hoursaday 
-------------------------------------------------Hours a day 

Performing repetitive motions 

---------------------------l-2hoursaday 
-------------~-------------2·3hoursadays 
------------------------~x~-----------------------3·4hoursaday 
----------------------------Hours a day 

--------------------------------------------------1·2hours aday 
-----------------------..,-------------------------2-31Jours a days 
------------------------~X~-----------------------3·4hoursaday 
----------------------------Hours a day 

Eltpcnure to Keallhcare llio·hou~rds (le., d11ei1U! & Illness) 

--------------------------------------------------1·2hoursaday 
-------------------------------------------------l·3hoursadays 
-----------------=-~~~~~-------------------3·4hoursaday 
---------~O~t~c~as~io~n~a~ll~v_-~V~a~ri~ou~s~---------Hoursaday 

E•potWif 10 Soundl, Nollt \.ntl.s ~~ art Ol~&~dlot or Vncomfortlllll• 

-----------------------~N/~A~---------------------- l-2hoursaday 
---------------------------2-3hoursadays 

-------------------------------------------------3-4 hoursaday 
- -----------------------------------------------Hours a day 

Approval Date: 

I have n!tolved and reviewed this position de5triptlon. 

Po51tlon OCcupant: Approval Dato: 

Exposure to Contaminants 

--------------~N.::I.:..A~-------------1·2 hours a day 

-------------------2-3 hours a days 
-------------------3·4 hours a day 
---------------------------------Hours a day 

Outdoors, Exposed to Weather 

---------------N~/c:A.:._ _____________ l-2 ~ours a day 

--------------------------------2·3 hours a days 
-------------------------------3-4 hours a day 
----------------------------------Hoursadav 

Expoture to Hot/COld Temps.(90 f.i. or n F ·) 

_____________ ...;N~/c:A.:._ _____________ l-2 hours a day 

------------------------------- 2-3 hours a days 
-------------------------------3·4 hours a day 
----------------------------------Hours a day 

JCneeHn& Croud'llna.5toopinc. of Cnwllnc 

-------------..:N=A:...-------------1·2 hours a day 

--------------------------------2·3 hours a days 
-------------------------------3-4 hours a day 
-------------------Hours a day 

Additional Factors- enter here 

-------- -----------1·2 hours a dav 
-------------------------------2-3 hours a days 

-------------------------------3-4 hours a day 
-------------------------------Hours a day 



Easter Seals Central Texas 
Position Description 

Position Description • Part C and Performanc<! Evaluation Form 

N•mc: 
Position Tltie: Director, Therapeutic Se"'1ces 
Specific ~etforman<e ObJectives- i'i~tol Yon 2014 

Individual Goal• (Will constitute 75" of r~lew criteria) 

TOtO! It 

foam Goats: (Will constitute ZS% of review criteria) 

ESCT Gross Revenue (vs FYl4 bu~geted) 

ESCT Net Income (vs rn4 bud~eted) 
ESCTTurnover Reduction (¥5. prior vcori 

Total: 

Specific Performance ObjectJvu Tollll 

90·100 I 80-89 
lllold the category listed above that ts same as spectRe performance objectives totaU 
Comments: 
lnr.ert overall performance comments here. 

Oevelopmen!l!l Needs and Plans for Performance Development and/or Improvement 
Insert d~velopmental needs and plans for performance development and/or improv~mcnt here. 

My signature below verifies I have participated In my evaluation. My comments are: 

Employee Signature 

Reviewer's Name (Printed) 

Reviewer's Signature 

Reviewer's reporting relationship to employee: 

I 

Insert per«nt1&e: to 
be obtolned In this 
corumn 

40% 

20% 
20% 
20% 
75% 

ln"!rt% of Total here 

5!(. 

10')6 

10')6 

ZS% 

lOOK 

70-79 

[Put a capital 1< lor correct description) 

Position Description • Part c 
Interim £valuation 
AMual Evaluation 

l".sert actual obtaine-d percentage ln this column 
(Blank for Part C, <ampleted for Evaluation) 

0% 

Insert% Obtained when reviewing 

0% 

69&below 

Immediate Supervisor 

Oat~ 

Date 

Date 
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Easter Seals Central Texas 
POSITION DESCRIPTION 

Name: 
,. u . 
{ ~_,. ........... - .._ ............. ~ 

Position Title: Administrative Assistant 
FLSA Status: Non-Exempt 
Approved: 9/11 
POSITION REPORTS TO: Program Director-ECI 
POSITIONS SUPERVISED: None 

POSITION PURPOSE 

Department: ECT 
Credential: None 
Last Revised: 8/11 

To lend clerical support to the Director and the ECl Program. Participates in the qual ity improvement program 
(including, but not limited to, Environmental Quality, Credential and Certification Currency, Continuing Education, and 
Training). The occupant of this position is guided by the Organizational Systems Manual (policies and procedures), multi~ 
year Strategic Plan, Operational Work Plan, Organizational Calendar and teamwork expectations in the conduct of all 
professional activities. The occupant is expected to maintain skills and knowledge essential for successfu l job 
performance. 

ESSENTIAL FUNCTIONS AND BASIC DUTIES 
1. Attend staiT meetings, agency and ECI team in services and trainings when assignec.l. 
2. Notify staff on Human Resources documentation needed on a regular basis as required by agency standards. 
3. Assist Program Director in providing general clerical support. 
4. Act as back up for data entry to Business Office staff for all relative databases, including but not limited to, 

Carevoyant, Provider Soft, TKIDS, Access and Excel. 
5. Complete data entry and reporting, timely and by appropriate means as necessary, for, but not limited to, the 

following: 
• Satisfaction Surveys 
• Goal Attainment 
• TRAD Reports 
• Two-Year-Old List 

6. Distribute and collect Family Outcome Surveys from DARS ECI. 
7. Gather paperwork for Contract Employees and complete packets as needed for contracts to begin. 
8. Order materials as directed by ECI program director and process all check requests for submission to Program 

Director for approval. 
9. Document completion of respite procedures inc luding quarterly reporting to include training staff on Respite 

Program paperwork and process. 
10. Maintain resource room and supply room, including, but not limited to, forms, organization, copies and faxes. 
II . Provide oversight to student interns and volunteers as ass igned 
12. Maintain petty cash within agency standards. 
13. Complete new hire orientation for ECI staff. 
14. Run monthly reports from TRAD for staff. 

As assigned: 
1. Special projects as assigned 

MINIMUM QUALIFICATIONS 
EDUCATlON/CERTIFlCATION and/or EQUIVALENT EXPERIENCE: Prefer two or more years experience 
working in an administrative assistant position. 

Thfs dcscriplion is lnlemled 10 indicare I he kinds of tasks and levels of work diOicult)l r~-quircd ()f the ro>itiM gi,cn rhfs tille und shnll not be cunslru~d as d~claring whallh~ specific 
cJulit:$ andn:spon$ibtl!lies of any particular IJUSil•on shall be. His not intended to limtl or in any w~ IJ1(Jdify Ute righlot'•nana~:emcrll to ~ss• gn, direct•nd cot•frol thu work of employees 
under suptrvision fhc listiug of dotr.s and responsibilities shall rtol be held to exchH1c other dunes nol mentioJ~Cd thai arc of sim1lar kind or level of d1tlicully 



_Q_ hours a day 
day 

_o~_ hoursa 

Exposure to extreme bright or inadequate lighting Exposure to Contaminants 
Exposure to Healthcare Bio·hazards 

illness) 
0 1-2 hours a day 
02-3 hours a day 
03-4 hours a day 
_ 0_ hours a day 
day 

(ie., disease and 

0 1-2 hours a day 
02-3 hours a day 
03-4 hours a day 

_Q_hoursa 

Finger Dexterity (ie. Handle, Control, or Feel Objects, Tools, or Controls) 
01-2 hours a day 
02-3 hours a day 
03-4 hours a day 

7-8 hours a day 

President/CEO ________________ _ Approval Date ____ _ 

I have received and reviewed this position description. 

Position Occupant _______ ________ _ Approval Date _ ___ _ 



Easter Seals Central Texas 
Position Description 

Name: 

Position Title: Service Coordinator Dept; 
Comprehensive Outpatient 

Rehabilitation 

FlSA Status: Exempt Classification; .:.P..:.r.:.of:.::e:.::s::;s~'.:.o;.;.na::;l ________ _ 

Approval Date: September 4, 2013 Revision Date: September 4, 2013 

Reports to: Rehab Team Lead Credential: None 
Positions supervised: _N_o_n...;.e _______ ___________ _ 

POSITION PURPOSE 

To handle all inquiries regarding services and Insures that they are directed to the appropriate program. To ensure that all clients receiving 
services In CORP have the approprfate and completed signed consents and Intake paperwork. Responsible for taking the lead in scheduling and 

Plan of Care paperwork and meetings back up. Providing backup scheduling. The occupant of this position exercises discretion and Independent 
judgment as they compare and evaluate possible courses of conduct and make decisions after all possibilities are considered. Some of the areas 
of discretion and independent judgment are; carrying out major assignments such as the assignment of clients to sliding fee scale, handling 

complaints, and resolv1ng disputes. Specific operational priorities are identified in the annual Organization's Operational Work Plan. lhe 

occupant of this position Is guided by the Organizational Systems Manual (policies and procedures). mult i·year Strategic Plan, Operational Work 
Plan, Organizational Calendar and teamwork expect-ations In the conduct of all professional activities. The occupant is el(pected to maintain sllills 
and knowledge essential for successful job performance. 

ESSENTIAL FUNCTIONS AND BASIC DUTIES 

1 Receiving and screening all Service Inquiries within two business days of call/fax. 

2 Scheduling clients In a timely manner meeting departmental guidelines. 
3 Logging all inquiries received daily on the Service Inquiry Log. 

Coordinating the referral, intake, admission, continuing treatment, transition planning, discharge and follow up processes for all indiViduals 
4 

referred and/or admitted and/or discharged to/from treatment. 
Responsible for the Plan of Care process for clients, providing planning, monitoring, referral, llnkage/brol\erage and advocacy services i11 

5 
c.ollaboration with Individual/family/guardian receivtng services and the treatment team. 

6 Managing case flow, resource triage, external referrals and collaboration with support networks. 
Maintaining record documentation and data bases requlred to provide timely Information and communications with all individuals directly 

7 involved in the Plan of Care and Inquiry/intake process Including the Sliding Fee Scale and SFS wait list. Coordinate information with all 
appropriate colleagues Involved in business, administrative and support positions in the agency. 

8 Performing Intake duties for all assigned clients. 
9 Responsible for performing all discharge paperwork for clients terminating from the program. 

10 
Participation in the quality improvement program (including, but not limited to, Utili2ation and Peer lleviei.V, Health and Safety, Credentiar 
and Certification currency, continuing education and training, ;~nd special studies). 
Complete record, activity and billing documentation, reports and referrals within program timelines, 

11 maintain required databases, and information transfers to expedite smooth case flow. 

12 Provide educational, developmental and referral for services according to agency standards. 
B Provide resource information to staff members, famllies/&uardians. callers and individuals receiving services. 

Assist and facilitate the work of team members, ottlet departments and agency managers in attaining tiJe goals and objectives of the 
14 

organization including participation in agency wide events and activities. 

M INIMUM QUAlifiCATIONS/EDUCATION/CERTIFICATION and/or EQUIVALENT EXPERIENCE 

Bachelor's or Master's degree In Social Work or degree In the human service field with case management training and/or certification. Two years 

experience providing service coordination for children and adults, preferably with special needs. Must be bilingual in Spanish. 

This description is intended to indicate the kinds of tasks and levels of work difficulty required of the position given this title and shall not be 
construed as declaring what the specific duties and responsibilities o f any parti cular position shall be. It is not intended to limit or In any way 

modify the right of management to assign, direct and control the work of employees under supervision. The listing of duties and 
responslbllftles shall not be held to exclude other duties not mentioned that are of similar kind or level of difficulty. 



Easter Seals Central Texas 
Position Description 

Name: 

KNOWLEDGE, SKILLS and ABILITI ES 
1 Knowledge of disabilities found in children and, adults and knowledge of the issues families challenged by development risk and or 

2 Knowledge Of effective resource utilization applications during service delivery. 
3 Ability to organize, allocate time and manage caseload requirement5. 
4 Knowledge of basic Intake procedures for enrollment in services. 
5 Abi1lty to work cooperatively with other employees, indlviduals/familles/guardian receiving services, consultants and community agencies. 
6 Ability to communicate effectively, verbally and in writing, with participants, suppliers, co-workers, and supervisors. 
7 Abtllty to work independently and use go'od judgment. 

Ability to maintain consistency with administrative and departmental policies through appropriate behavior, dress, attitude, attendance, 
8 

confidentiality, professionalism and reliability. 
9 Computer knowledge including work processing and spread sheet applications. 

10 Ability to quickly acquire knowledge of agency services, programs, policies and standards, deliver services and maintain documentation 
11 Ability to adhere to safety, health and regula tory requirements. 
12 Ability to respect the value, potentia l and dignity of service participants and their families. 

PHYSICJ\b ACTIVITIES AND REQUIREMENTS OF THIS POSITION [Self - ellplanatory) 
Frequent Sitting 

1-2 hours a day 
2-3 hours a days 

--3-4 hours a day 
__ 0 Hours a day 

Standing/St ooping 
1-2 hours a day 
2-3 hours a days 

=3-4 hours a day 
__ B Hours a day 

lifting 
10-20 lbs. 
20-40 lbs. 

-x-40-60 lbs. 
- -60+ Ibs. 

Walking/Running 
X 1-2 hours a day 

2-3 hours a days = 3-4 hours a day 
Hours a day 

Bending/Twisting 
1-2 hours a day 
2-3 hours a days = 3-4 hours a day 

8 Hours a day 

VIce President, HR & Admin. 

Exposure to elltreme bright or Inadequate lighting Exposure to Contaminants 

---------------------1-2 hours a day ______ ....;X;.;_ _ _ ____ l-2 hours a day 

----------- ----------2-3 hours a days 2-3 hours a days 
_ ____________________ 3-4 hours a day 3-4 hours a day 
__________ .::.o __________ Hours a day Hours a day 

Performing repetitive motions Outdoors, Ellposed to Weather 
- - --------"'X __________ 1-2 hours a day _______ x.;.._ ______ l-2 hours a day 

---------------------2-3 hours a days 2-3 hours a days 
---------------------3-4 hours a day 3-4 hours a day 
_____________________ Hours a day Hours a day 

Finger Dexterity (ie. Handle, Control, or Feel Objects, Tools, or Controls) Ellposure to Hot/Cold Temps.(90 F+ or 32 F -) 
X 1-2 hours a day X 1-2 hours a day 

-------------------- - 2-3 hours a days - ---------- --2-3 hours a days 
---------------------3-4 hours a day 3-4 hour~ a day _____________ ________ Hours a day Hours a day 

Exposure to Healthcare Bio-hazards (ie., disease & Illness) Kneeling, Crouching, Stooping, or Crawling 

---------------------1-2 hours a day _____________ 1-2 hours a day 

- - -------------------2-3 hours a days 2-3 hours a days 
---------------------3-4 hours a day X 3-4 hours a day 

0 HoUrs a day Hours a day 

Exposure to Sounds, Noise Levels That arc Distracting or Uncomfortable Additional Factors - enter here 

---------------------1-2 hours a day _______ ______ 1-2 hours a day 

---------------------2-3 hours a days 2-3 hours a days 
---------------------3-4 hours a day 3-4 hours a day 
__________ .;:.a __________ Hours a day Hours a day 

Approval Date:-------- -----

I have rece ived and reviewed this position description. 

Position Occupant: Approval Date:-------------



~ 
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Easter Seals Cent ral Texas 
Posit ion Description 

Name: 

Position Description- Part C and Performance Evaluation Form 

Name.: 
(Put a capital X for correct d~crtptlonf 

Position Description- Parte 

Position Title: Service Coordinator Interim Evaluation 

Spedfl' Performance Objectives- Fi~al Year 2013 [Fiscal year that position description or performance evaluation is for] Annual Evaluation 

Individual Goals (Will constitute 75 points I 

Inquiry calls/fax 

o Returned within 2 busin~s days 100% of time 
o Recorded on 51 Log within 1 business day 100% of t ime 

Intake paperwork correctly completed on all assigned clients 

All Case Management phone calls returned within 1 business day 
o Coritaet t11enU whO are Ineligible for Meditiltd/CHIP Within 48 hours of nollficatiOI\ tO'ilssisl 

With reenrollrru!l\t 0 

Provide resourtes for clients as needed 
Produdlvlty: 

o MonthlY average for number of app01ntments per week Is 196 ror the clinic with a productivitY 
rate of 75% Individually by August31 o Avetage client count 

Is 145 by Aug 31st 

Discharges completed at end of every month and se_nt to billing office to be processed 

o Fill out EJ<cel Spreadsheet and Discharge Summary Form 
o Making sure ther.Jpist discharge forms are included If needed 

POC's completed with 100% accuracy, Including: 

o Generating POC list each week by end of business day on Thursday 

o Updating POC document to reflect up to date re-evaluation due dates, RX dates, Referring 
Physician information, updated goals 

o S(gntng all Appropriate documentation, Including: POC document, SC progress note and 
super bill 
Total: 

Team Goals: (Will constitute 25 points) 

Growth In Margin: 
o ESCT Net Income 

o LOS Budget Management 

Growth in Mission: 

o ESCT Total Clients Served (vs. prior year) 
->5% increase= Excellent 

- 0-4'10 lncr~ase ~ Skilled 

·• 1-4% decrease= Needs Improvement 
- >5% decrease = \Jnsatlsfactorv 

o Showcasing Goal: Describe how you contributed to enhanGing ESCT client services In P/14. 

- Showcase 3 l!l<amples = EJ(cellenl 

- Showcase 2 elLlmples = Skllled 
- Showcase 1 example~ Needs Improvement 

- Showcase 0 examples= Unsatlsfdctory 

Team Goals total: 

Specific Performance Objectives Total 

Excellent 

90-100 

Skilled 

80-89 

(Bold the category listed above that Is same as specific perfor!Tlance objectives total) 

Comments: 
Insert overall performance comments here. 

Developmental Needs and plans for Perform-ance Development and/or Improvement 

Insert developmerJtal rJeeds and plans for performance development and/or Improvement here.. 

Mv signature below vennes l have participated In my ellaluatlon. MY comments are: 

Insert points to 
be obtained in 

this column 

20 

5 

10 

20 

10 

10 

75 

Insert total 
points here 

10 

1S 

25 

100 

Insert actual obtained percentage In this 

column (Blank for Part C, completed for 

Evaluation) 

0 

Insert points obtained 

0 

0 

Unsatisfactory 

69&below 



Employee Name (Printed) 

Employee Signature 

Reviewer's Name (Printed) 

Reviewer's Signature 

Reviewer's reporting relationship to employee: 

Easter Seals Central Texas 
Position Description 

Name: 

Immediate Supervisor 

Date 

Date 



Easter Seals-Central Texas 
Position Description 

Name: 

Position Title: Registel"ed Dietician-Part Time 
FLSA Status: Professional/ Exempt 
Approved: 
POSITION REPORTS TO: 
POSITIONS SUPERVISED: 

POSITION PURPOSE 

Team Supervisor 
None 

Department ECI 
Credential: Current Licensure in the State of Texas 
Last Revised: 8/11 

Responsible for providing discipline-specific services within the scope of professional certification and ECI program standards, and 
consistent with agency standards for volume, productivity, record documentation, quality and client outcomes. Participates in the 
quality improvement program (including, but not limited to, Utilization and Peer Review, Environmental Quality, Credential and 
Certification Currency, Continuing Education, and Training and Special Studies). Maintains competency through continuing 
education. The occupant of this position is guided by the Organizational Systems Manual (policies and procedures), multi-year 
Strategic Plan, Operational Work Plan, Organizational Calendar and teamwork expectations in the conduct of all professional activities. 
The occupant is expected to maintain skills and knowledge essential for successful job performance. 

ESSENTIAL FUNCTIONS AND BASIC DUTIES 
1. Attend staff meetings, agency and ECl team in services and trainings. 
2. Complete continuing education needed to maintain certification/l icensure and renew certification/licensure as necessary 
3. Update Human Resources on all needed documentation on a regular basis as required by agency standards 
4. Complete agency and program training as specified within timelines. 
5. Attend and participate in ECI team related quality assurance meetings and reviews including Utilization Review and Peer 

Review as appropriate. 
6. Maintain communication throughout work hours with the main office. 
7. Process referrals including all related paperwork, documentation and interagency communication. 
8. Conduct screenings per policies. 
9. Initiate and maintain contact with children' s physicians for obtaining and updating necessary medical infmmation. 
10. Serve as a member of a fami ly-centered team to: 

A. Develop and deliver a comprehensive routines-based service plan primarily in a primary service provider model, and 
B. Assist families in identifYing their routines, concerns, priorities and resources, and 
C. Perform and coordinate developmental assessments, and 
D. Assess development, goat attainment, and continuing needs on a periodic basis, and 
E. Reevaluate outcomes and strategies based on family centered choice. 

11. Provide routines-based Nutrition Services and Family/Parent Education within qualitative and quantitative standards of the 
agency. 

12. Assist and facilitate the work of team members, other departments, and agency managers in attaining the goals and objectives 
of the organization. 

13. Other duties as assigned 

MINIMUM QUALIFICATIONS, EDUCATION/CERTrFlCATION andfor EQUIVALENT EXPERIENCE: 
Current Texas Licensure as a Registered Dietician. Two years experience working with children, preterably children with special needs. 

This description 1s mtended to lndJcate the kinds of t~sks and lc:vcls of work difficulty required of I he position g1V~n this title llJld shall not be constmcd as declaring wl1at the >peoilic 
duties ~nd responsihi litt~s of any particular position shall be. ll is not intc•tdcd tu lill•il or in any way 'llndifY the right of management 1o ii$Sign. di• oct and cot•Jrolthe work ufemployees 
under supervis•on, The listing of duties and responsibilities shall not be held to exclude OJ her dut1CS not menrjoned that are of similar kind or lc~cl of diffiuulty 



KNOWLEDGE, SKILLS and ABILITIES 
• Knowledge and skills related to achieving successful outcomes for children and families challenged by developmental risk 

and/or disabilities ina routines-based, primary service provider model. 
• Demonstrate ability to work cooperatively with other employees, clients and their families, and other customers of the Center. 
• Demonstrate ability to communicate effectively, verbally and in writing, with customers, suppliers, co-workers and 

supervisors. 
• Work independently and u.se good judgment. 
• Maintain consistency with administrative and departmental policies through appropriate behavior, dress, attitude, 

attendance, confidentiality, professionalism and reliability. 
• Knowledge and use of proper handling techniques. 
• Computer knowledge including word processing. 
• Knowledge about agency services, programs, policies and standards. 
• Adhere to safety, health and regulatory requirements as described in the Center's policies and procedures. 
• Ability to organize, allocate time, and manage caseload requirements. 
• Respect for the value, potential and dignity of service participants and their families. 
• Must be able to lift children up to 30 lbs and sit on the floor for extended periods. 

PHYSICAL ACTIVTTTES AND REQUIREMENTS OF THIS POSITION 

O 'frequent Silting 
t8ll-2 hours a day 
02-3 hours a day 
0 3-4 hours a day 
__ hours a day 

Lifting 
010-201bs 
t8]20-40 lbs 
040~Ibs 
060-_ lbs 

Kneeling, Crouching, Stooping, or Crawling 
01-2 hours a day 
02-3 hours a day 
[813-4 hou.rs a day 
__ hours a day 

Standing and Stooping 
0 1-2 hours a day 
~2-3 hours a day 
03-4 hours a day 
_ __ hours a day 

Performing Repetitive Motions 
01-2 hours a day 
t8]2-3 hours a day 
0 3-4 hours a day 
_ _ hours a day 

Walking and Running 
t8]1-2 hours a day 
02-3 hours a day 
03-4 hours a day 
__ hours a day 

Exposure to Sounds, Noise Levels That are Distracting or Uncomfortable 

01-2 hours a day 
[812-3 hours a day 
03-4 hours a day 
_ _ homsaday 

Exposure to extreme bright or inadequate lighting Exposure to Contaminants 

01-2hours a day 
t8]2-3 hours a day 
03-4 hours a day 
__ hours a day 

Finger Dexterity (ie. Handle, Control, or Feel Objects, Tools, or Contt'ols) 
01-2 hours a day 
02-3 hours a day 
t8]3-4 hours a day 
__ hours a day 

Pt:esident/CEO. ________ _______ _ 

I have received and reviewed this position description. 

Position Occupant~---------------

Bending or Twisting the Body 
t8ll-2hours a day 
02-3 hours a day 
0 3-4 hours a qay 
_ _ _ _ hours a day 

Drivil'\g in tt'affic/long distances 
01-2 hours a day 
02-3 hours a day 
t8]3-4 hours a day 
__ hours a day 

Outdoors, Exposed to Weather 
01-2 hours a day 
,[8J2-3 hours a day 
03-4 hours a day 
__ how-sa day 

Exposure lo Hoi/Cold Temperatures 
(above 90 F degrees) or (below 32 F degrees) 
01-2 hours a day 
~2-3 hours a day 
0 3-4 hours a day 
__ hours a day 

Exposure to Healthcare Bio-hazards 
(ie., disease and illness) 
01-2 hours a day 
02-3 hours a day 
1813-4 hours a day 
__ hours a day 

ApprovaJ Date ____ _ 

Approval Date _____ . 



Position Description - Part C 

Position Title: Registered Dietician 

Specific Performance Objectives - 2011-2012 % of Total %Obtained 
(Will constitute 60% of review criteria) 

1. Expected to Delivered 85% 30% 
2. Billing and documentation done to agency I contract 

standards 95% 40% 
3. Team Attainment of ECI State Performance Indicators 

at 90% for Ql, Q2, and Q3 30% 

Total 100% 

Critical Performance Factors (Rating 1-5) (Will constitute 30% of review criteria) 

_______ 1. Deadlines (Internal & External) 
_______ .2. Compliance with ESCT Policies & Procedures 
_ ______ 3 . . Compliance with Safety Standards 

General Performance Factors (Rating 1-5) (Will constitute 10% of review criteria 

_______ 1. Quality of work 

------~2. Knowledge 
_ ___ ___ .3. Judgment and problem solving 
______ _ 4. Professionalism 
_______ .5. Oral and written communications 
_______ 6. Colleague relations/ teamwork 
____ _ __ 7. Dependability 
_ _ ___ __ .8. Initiative/Drive 
_______ 9. Time Management 
_______ 10. Attendance and Punctuality 

I have received and reviewed these performance objectives 

Position Occupant ______________ Approval Date ____ _ 

Supervisor-------------- ---Approval Date ____ _ 

Insert % Obtained 
when reviewing. 
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Easter Seals Central Texas 
Position Description 

Position Tittel 
PLS" Status; 
Approval Date: 

Reports to: 

Positloos supervised: 

Asslstive Technology Programs SpecialiSt 
Exempt 
January 1, 2010 

Vice President. Community and Housing Services 
Part-lime Paid Job Training AT Assistant 

Dept: 
Classillcatiom 
~evlslon Date: 

Credential: 

Community and Housing Services 
Profe<sional 
January 23, 2013 

The Assistive Technology Programs Specialist reports directly to tile Vice Pnesient of Community and Housing Services and as a member of the Co'l\munity and Housing Services 
department team is responsible fo" programmatic and administrative support to the Asslstive Technology prOflram to serve tne needs ol participants and coordinate the Double
Click computer reutilitation/financial loan effort. Specific operational priorities are ldentiOed in the annual Organization's Operational Work Plan. The occupant of this position Js 
guided by the Organizational Systems Manual (policies and procedures), multi· vcar Strate&it Plan, Operational Work Plan, Organizational Calendar and teamwork expectations In 
the conduct of ail professional activities. The. occupant Is e•pected to malnt•ln skills and knowledge essential for successful job performance. 

ESSENTIAl FUNCTIONS AND BASIC DUTIES 
1 Collaborate with community programs and otller appropriate groups serving as a point of contact for the assistive technology program 

2 Coordinate the Double Cilclc computer reutllizatton program including supervising Paid Job Training staff member, process applications, product quality control and shipments. 

3 Oversee Double Click consumer loaf! program and tracking of purchases and payments 
4 Coordinate outreacn lor program activities utilizing web and e-mail applications 
5 ~repare reports to document ail asslstflle technology program •dlvtttes 
6 Respond to incoming calls and inquiries concerning Assistive Technology programs and services 
7 Perform administrative functionsincludint: prot: lam supply monitoring, form preparation and computer/database supports 
8 Coordinates <pedal needs and short-term projects 
9 Reporting activities and other duties as assigned 

MINIMUM QUALIFICATIONS/EDUCATION/CERTIFICATION and/or EQUIVALENT EXPERIENCE 

Bachelor's degree In health or human services, business or demonstrated equivalent experience tn related field, plus three or more years ot experience In nonproflt o< 

business administr~tlon. Experience with outreach and training program• and program administration. 
KNOWLEDGE>-SKilLS and ABIUTIES 

1 Demonstrated knowledge of computers, asslstive technology products and resources 
2 Demonstrated ability to coordinate multiple activities, manage time and evaluate progress 
3 Ability to assess applicants eligibility for services and to work with diverse communities and businesses 
4 Working knowledge of social service and di<ablllty service delivery system in Texas; knowledge may be based on personal experience, professional training and experience In 

direct serviCe deltvery 
5 Excellent writing and communitation skills; proficiency in word processing and database programs 
6 Evidence of commitment to full lndusion oflndivlduals With disabilities in all a<pects of societY and to principles of family support. 

PHYSICAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION [Self- explanotory) 
Frequent Sitting EKposure to extreme briJtrt or Inadequate lighting 

1-2 hours a day 
--2-3 hours a days 

X 3-4 hours a day 
_O_Hours a day 

Standing/Stooping 
.JL 1-2 hours a day 
__ 2-3hoursadays 

l..4 hour~ a rl~y 
_s_ Hours a daV 

lifting 
10·20ibs. 

X 20-40 Jbs. 
40-60 ibs. 
60+1b<. 

Walking/Ru~ning 
X 1-2 hours a day 

--2-J hours a days 
--3-~ hours a day 

Hours a day 

Bending/Twisting 
1-2 hours a dav 

_x_ 1-3 hours a days 
__ 3·4 )\ours a day 

Hours a day 

Vice Pr .. id•nt HR & Admin. 

--------------------------------------------------l~hoursaday 
--------------------------------------------------2-3 hours a days 
-------------:,-------------3-4hoiJI'$aday 
------------------------~0~-----------------------Hoursaday 

Perfo.-mlns repetitive motions 

-------------------------------------------------1-2 hours a day 
-------------------------------------------------2-3 hours a days 
-------------------------------------------------3-4hoursaday 
------------------------~8~-----------------------Hoursa day 

FIQpr DtJ(tatfty lie. H•n<fle. CoJt\taJ, or Fed Obi•~.-. Touts. a1 Conttc;lft 

X l-2 hours a day 
------------------------.:.:...------------------------2-> hoors • davs 

- ---------------------------------------------------3-4 hours a day 
----------------------------------------------------Hoursadav 

&.pos:utt to Hr:alttture 8Jo-tt~urdS: Oa:-., dlsu .... & Uln.eJSI 

--------------------------------------------------1-2hoursaday 
---------------------------------------------------- 2~hoursadays 
------------------------~------------------------~hours a day 
------------------------~O:_ _______________________ Hours a day 

-------------------------------------------------1-l hours <1 da'{ 
-------------------------------------------------2-3 hours a days 
--------------------------------------------------3~hoursaday 
-----------------------~0~-----------------------Hoursaday 

Approval Datec 

I have received •nd reviewed this position description. 

Positton Oa:upant: 1\pproval Oato· 

Exposure to Contaminants 

--------------------------------1-2 hours a day 
------------------------------- 2·3 hours a days 
----------------::---------------3-4 hours a day 
----------------~0~---------------Hoursaday 

Outdoors, Ekposed to Weather 

-----------------'X'----------------- 1-2 hoursa day 
---------------------------------2-3 hours a days 

----------------~4 hours a day 
--------------------------------Hours a day 

r.posure to Har/O:dd T~.(90 F+ or n F ·) 

-----------------'X'---------------1-2 hours a day 

- ------------------------------ 2-3 hours a days 
--------------------------------3-4 hours a day 
------------------------------ Hours a day 

Kn•allnc. Crouchlna, Stooplf'!J. or Ctawflna 
________ _;X:!,_ _ ______ t-2 hours a day 

-------------------------------2-3 hours a days 
------------------------------3~ hours a day 

--------------------------------Hour5 a day 

Addition• I Factors- enter here 

- ------------------------------ 1·2 hours a day 
--------------------------------2-3 hours a days 

------------------------------3-4 hours a day 
-------------------------------Hours a day 



Easter Seals Central Texas 
Position Description 

Position Description · Part C and Perfotmance Evaluation FoNn 

Name> JacqUeline Conerly 
Pn,i«fon Titlo: Assistivc Technology Programs Specialist 
Spet1flc Perfomoance ObJectiVes-FIJtal Year 2011 (Fiscal yt ar tllat.posltlon ducrtpuon or perfomoante evaluauon 11 for] 

lndlvld""l Goals (Will constitute 90% of <evlew criteria) 

Double Click computers are provided to all eligible applicants w1thin two weeks of payments received 
meeting contract performance goals. 

Double Click consumer loan applications are reviewed and a respOnse is provided within two weeks of 
application. 
P.ll required reports are completed accurately meeting deadlines and program files are properly 
maintained 

Program inquiries are handled appropriately and are addressed within two business days 

Total: 

Tum Goals: (Will con>lllute 10% of review criteria) 

ESCT Net Income (vs, FY13 bUdRatc-d) 
LII•O of Service Bud~ot M•nRemenc 
Tot• I: 
SpeciRc Perfonnance ObjectlvesTohl 

Excellent Skilled 

90·100 80-89 
" (Bold the category lrsted above that 1s same as specific performance ob)«tlvos total) 

Comments: 
Insert overall performance comments here. 

~llC!.DJim_e!l!!ll Needs and Plans far Performance Dellelopment and/or Improvement 
Insert developmental needs and plans for performance development and/or improvement here. 

My signature below verifies 1 have. participated In my evaluation. My comments are; 

Employee Signature 

Reviewer's Name (Printed) 

Reviewer's Signature 

Reviewer's reporting relationship to employee: 

l~sen perce~taB~ to 
be obtained In this 
column 

30% 

30% 

20% 

20% 

90% 

lnsort" oflotal here 

5% 

S% 

10% 
lOOI<i 

Needs Improvement 

70·79 

[Put a capital X for correct de$Gription) 
Position Description· Part C 
Interim Evaluation 
Annual Evaluation 

Insert actual obtained pen;entace in this column 
{BI•n~ lor Part C, comple«ed for (voJualion) 

0% 

Insert% Obtained when rolllowlng 

0% 

0% 

Unsalisfa ctory 

69&below 

Immediate Supervisor 

Dale 

Date 

Date 



Easter Seals Central Texas 
Position Description 

Position Title: Housing Assistance Counselor Dept.: Community and Housing Services 
FlSA Status: Non E>cempt; Pan-1ime Classification: Professional! 
Approval Date: January 1, 2010 Revision Date: February 11, 2013 

Reports to: Housing Programs Director Credential: Stnte Certified Housing Counselor 
Positions supervi5ed: None 

The Housing Counselor reports directly to the Housing Programs Director and as a member of the Community and J-1ouslng Services department team is responsible for outreach 
and assisting Individuals participate in the housing and horneownership initratfves. Specmc operational priorities are identified in the annual Organization's Operational Work Plan. 
The occupant ofthis position is guided by the Organi:ational Systems Manual {policies and procedures), mulll-year Strategic Plan, Operational Work Plan, Organi:atlonal Calendar 
and teamwork expectations in the conduct of all professional actilritles. The occupant Is e>(pected to maintain skills and knowledge essential for wccessful job performance. 

ESSENTIAL FUNCTIONS AND BASIC DUTIES 

1 Serve as initial point of contact for Individuals applying to participate in the Home Of Your own {HOYO) Program. 

2 Perfurm one·on-one orientations for Individuals applying to participate In me Home Of Your Own Program. 

3 Determine eligibility of applicants for housing services. 

4 Coordinate marketing, acllvities with local lenders, housing organlzalfons and service providers to suppon the operation of the housing projects. 

5 Respond to inquiries and use a refer(l!l system that captures information, data, and ''"per1ences of persons with disabilities going through the process 
6 Assist with HQS io$pecllonsas needed with TSRA and HOYO program. 

7 Reportlllfl activities and other duties as assigned. 

MINIMUM QUAllfiCATIONS/EDUCATION/aRTIFICATION and/or EQUIVALENT EXPERIENCE 

Bachelor's degree in health or human services, business or demonstrated equivalent experience in relaled field, plu.~ three or more years of experience in 
outreach and housing counseling. 

KNOWLEDGE, SKILlS and ABiliTIES 
1 Demonstrated knowledge of the local community. 

2 Demonstrated skill and experience in housing counseling practices, basic real estate and mortgage lending practices, affordable and ae<essible housing programs, and working 
knowledge of social service and disability service delivery system In Texas. 

3 Worl<lng knowledge of disability policy; knowledge may be based on personal e.xperience, professional training and e>(perience, and /or experience in direct service delivery. 

4 Demonstrated ability to coordinate multiple activities, manage time, evaluate progress and allocate resources to completing activities. 

S E>ccellent writing, and commumcatlon skills; proficiency in word precessing and database programs. 

6 Evidence of commitment to lulllnduSion of Individuals with disabil~les In all aspects of society and to principles of family support. 

PHYSICAl ACTIVITIES AND REQUIREMENTS OF THIS POSmON {Self - exl'lanatory) 
Frequent Sitting 

1· 2 hours a day 
--2·3 hours a days 
X 3·4 hours a day 

0 Hours a day 

Standing/Stooping 
_X_1·2 hours a day 
__ 2·3 hours a days 
__ 3-4 hours a day 

_B_Hours a day 

Lifting 
_X_l0·20 lbs. 

20-40 lbs. 
=40·60 ibs. 

60+1bs. 

Walking/Running 
X 1-2 hours a day 

--2-"3 hours a days 
--3-4 hours a day 

Hours a day 

Bending/TWisting 
__ 1·2 hours a day 

_x_ 2-3 hours a days 
3·4 hours a day 
Hours a day 

Vlr.e Pre•ldont, HA 10 Admin 

E><posure to extreme brlcht or Inadequate lighting 

-----------------------------------------------------1·2 hoursaday 
-----------------------------------------------------l-3 nours a days 
------------------------~------------------------3·4hoursaday 
-------------------'0~---------------Hours a day 

Performing repetitive motions 

--------------------------------------------------1-Zhour~aday 
------------------------------------------2-J hours a days 
------------------------~------------------------3·4 hoursaday 
------------------------~8~-----------------------Hou~aday 

~~ 0«'ttitV (t.e.. tflnd~, Ccmtrol1 IV fHI Obj«U, rootw. or CMUol.it 

X 1· 2 hours a day ----------------...:.:.----------------2-3 hours a days 

-----------------------------------------------------3·4 hoursaday 
-----------------------------------------------------l-1oursaday 

-----------------------------------------------------l-2 /lours a day 
----------------------------------------------------2-3 hours a days 
--------------------------~-------------------------3·4 hoursaday 
------------------------~0~-----------------------Hoursaday 

-----------------------------------------------------1·2hoursadoy 
--------------------------------------------------2·3 hoursada~ 
--------------------------------------------------3·4hoursaday 
--------------------------~o __________________________ Hours aday 

Approval Date: 

I have recolvod and reviewed this position description. 

Posflion Occupant Approval Oatc: 

Exposure to Contaminants 

-----------------------1·2 hours a day 
------------------------------ 2·3 hours a days 
-----------------;:----------------3·4 hours a day 
--------------~0~-------------Hoursaday 

Outdoors, Exposed to Weather 

----------------'x'---------------- 1·2 hours a day 
---------------------2·3 hours a days 
-----------------------3·4 hours a day 
---------------------Hours a day 

~posurt to Ho(/ColdTemps-{90 F+ or lZ F~J 
__________ .....;x;_ _________ 1·2 hours a day 

------------------2·3 hours a days 
--------------------------------3·4 hours a day 
---------------------------------Hours a day 

Knttllna.. Crouthln&. Stoop;na, or Crawllna 

-------~X:.._ _______ l-2 hours a day 

---------------------------------2-3 hours a days 
--------------------------------3·4 hours a day 
---------------------------------Hours a. day 

Additional Factors -enter here 

----------------------1·2 hours a day 
----------------------------2-3 hours a days 
---------------------------------.3·4 hovrs a day 
-------------------------------Hours a day 



Easter Seals Central Texas 
Position Description 

Posltlon Description · Part C and Perlormante Evaluation Form 

Name: Otis larry 
Position Tltlo: Housing Assistance Counselor 
Spoclflc Pelformonce Objectives- fiscal Vnr lOll (fiscal year that position descrlpllon or performanco eV11luatlon Is lor] 

Individual Goals (Will constll\lte 90% of review criteria) 

Submit one (1) completed housing applrc.atlon lor a household every other month (6 per year) 

Conduct 4 one-on-one orientations with prospective applicants per month 

Conduct HQS Inspections as needed· Approximately 30 a year 

Conduct monthly outreach activities for the HOYO program 

CHS department communication tools (1M/web-based calendar) are utilized and department/agency 
meeting are attended 
Total: 

Teall) GoatS! (Will consUtute Z5" or oovtew «iterla) 

EScr Gross Revenue (vs FYl3 budgeted) 
Une of Service Budget Management 
Total: 
Specific Performance Objectives Toto I 

E excellent Skilled 

90·100 8()-89 
Jllold the category listed above that Is same as spec•fic performance obwcttves total] 
Comments: 
Insert overall performance comments here. 

Developmental N~ and Plans for Performance Development and/or Improvement 
Insert developmental needs and plans for periormance development and/or improvement here. 

My signature below verifies I have participated in my evaluation. My comments are: 

Employee Signature 

Reviewer's Name (Printed) 

Reviewer's Signature 

Reviewer's reporting relationship to employee: 

Insert percentaae to 
be obt.llnod In thts 
column 

30% 

30')(, 

25'11. 

1001. 

5% 

90% 

Insert '11 afToral here 

S'l' 
5% 

10% 
100% 

Needs Improvement 

70-79 

fPut a capital )(for correct descriptlon] 
Position Description · Part C 
Interim Evaluation 
Annual Evaluation 

Insert ac:tual obt11lnrd perc.entqe In thiS coh.tmn 
(Blank for Port C, completed for Evatuotlon) 

0% 

tn.se"" Obra1ned when rev1ew1ng 

0% 

0% 

Unsatisfactory 

69&below 

Immediate Supervisor 

Date 

Date 

Date 



Easter Seals Central Texas 
Position Description 

Position Title: 
FLSA Status: 

APProval Date: 

Reports to: 

Positions supervised: 

Hou.slng ProJJrams Ofrector 
Exempt 
February 1, 2012 

Vice President, Community and Housing Services 

Housing Specialist, HUO Sll Property Manager, ~ousing Assistance 
Counselor 

Dept: 
Cla.siltcatlon : 
Revision Date: 

Credential: 

Community and Housing Services 
Director 
January 23, 1Dl3 

Bachelors Dewee, Certified Housing 
Counselor, Certified Occupancy 
Prufessiilnal 

The Housmg Programs Director reports directly to the Vice President for Community and Housing Services and as a member of the Community and Housing Servoces department 
team Is responsible lor: planning, organozlng, and lmplementlrl& the Home of Your Own project actMtfes, HUD811 rental housing development, home modificotion activities and 
tenant based rental assistance programs, Specific operational priorities are Identified In the annual Organization's Operational Work Plan, The occupant of tills posi tion is guided 
by the Organlza~onal Systems Manual (policle,s and procedures), multi-year Strategic Plan, Opeiational Work Plan. Organizational Calendar and teamwork e)Cjlectations in the 
conduct of all proles.lonal activities. The occupant Is expected to rnai~taln skills and knowledge essential for successful job performance.. 

ESSENTIAL. FUNCTIONS AND BASIC DliTIES 
1 lmple01ent activities for the hof\1e ownership initiative with housing organizations, local lenders, Realtors., title companies a11d service providers to support the operation of the Home of 

Your Own (HOYO) Project. 
2 Provide assistance to the program participant~ seeking home modifications and con<tu" home a.sessments for accessibility. 
3 Coordinate the selection of contractors for h<;>rnl'. modification assessments and rehabilita~o~ activities and oversee construction projects 
4 Coordinate the property mana~:ement services by department staff for all rental properties 
5 Coordinate all unit Inspections and oversee developm•nt activities 
6 Over>ee tenant based rental assistance activities 
7 Provide technical assistance In the area of acc~sslble design and Interpretation of disability laws 
8 Serve as liaison to HUO, TOHCA and other housing funding agencies 
9 Ensure that reports are submitted and project and participant files are maintained 

10 !leporting actiVIt ies and other duties as assigMd 

MINIMUM Q.UALIFICATIONS/E,DUCATION/CERTIFICATION and/or EQUIVALENT EXPERIENCE 

Bachelor's deglee in health or human services, business or demonstrated equivalent e~perience In related field, plus five or more years of experience in nonprofit and 

supervisory e•perlence. Experience with housing programs and contract administration with Housing Counseling and Certifled Professional of Occupancy certiflcation. 
KNOWLEDGE:, SKILLS and ABiliTIES 

1 Demonstrated experience in project management and implementation. 
2 Demonstrated ability to coordinate multiple activities. manage time, evaluate progress and allocate resources. 
3 Worktng knowledge of the occupancy requirements and management procedures for HUD's Section 811 properties. 
4 Demonstrated knowledge of standard construction practices and accessible de~lgn 
S Wor~lng knowledge of the ADA, FHA, Section 504 of the Rehab Act and other disability taws; ~now! edge may be based on personal experience. professional training and 

eJJperience, and/or experience In direct service deliverye 
6 Working knowledge of basic real estate, mortgage lending and fair housing practices 
7 Excellent writing and communication skilb. 
8 Evidence of commitment to full inclusion of Individuals with disabilities In all aspects of society. 

PHYSICAL ACTIVITlES AND REQUIREMENTS OF THIS POSITlON (Self· e•planatory) 

Frequent Sitting 
__ 1·2 hours a day 
__ 2-3 holor5 • days 

_x_J-4 ~ours a day 
_o_ Hours a day 

Standing/Stooping 
_X_l-2 hours a day 
__ 2·3 hours ii days 
__ 3·4 hours a day 

_S_Hoursaday 

Lifting 
x 10-20 1bs. 

-20-<lOibs. 

40·60 lbs. 
60+ lbs. 

W~lklna/Runnlng 

2__1·2hoursaday 
__ 2-3 hours a day$ 
_ _ 3·4 hours a day 
_ _ Hour;a day 

Bending/Twisting 
1·2 hours a day 

-X-2·3 hours a days 
--3-<l hoursaday 
--Hours a day 

Vfce ~rc>~dent, HR & Admin. 

t•posure to e•treme bri&ht or Inadequate llchting 

-------------------------.1·2 hours a day 
--------------------------b3hoursadays 
------------------- -------3·4hoursaday 
-------------~0~------------Moursaday 

Performlns repetitive motions 

--------------------------l·2hours aday 

----------------------------------------------------2·3 hours a days 
------------~----------------3·4hoursaday 
-------------~8~------------Hours aday 

rfnc.r Dut-"itvH•· tq.ndl,., CD!'Irot. or k.t:l ObJe¢J, Toolt, or Conuol.t 

---------------'X:.;_ ______________ 1·2 hours a day 

---------------------------2~hoursada~ 
-------------------------3-4 hours a day 
--------------------------Hours a day 

Fxpnwre to Healthtare Glo-huards (le., dlse•se & Ulnus) 

--------------------------------1·2hoursaday 
-------------------------2,.3 hours a days 
------------~-------------3·4hoursaday 
-------------~0~-------------~oursaday 

----------------------------------------------------1·2 hours a day 
-------------------------2·3 hours a days 

---------------------------
0
-------------------------3·4hoursadav 

-------------------------~------------------------Hours a day 

Approval Date: 

I have recelv•d and reviewed this posltlon description. 

Paslllon Occupant: Approval Date: 

Ellposure to Contaminonts 

----------------1·2 hours a day 
---------------------------------2·3 hours a days 

---------------------------------3·4 hours a day 
----------------~0~---------------Hoursaday 

Outdoors, Ellposed to Weather 
_______ __:X:__ _______ l·2 hours a day 

----------------2·3 hours a days 
---------------3·4hoYrsa day 
--------------------------------Hours a day 

Eltposure ~o Hat/Cofd Temps.(90 F+ or J2 F-) 

----------'X-'----------1·2 hours a day 
----------------2·31>ours a days 

-----------------3-4 hours a day 
-------------------------------Hours ada~ 

knoellna. Crouchlna:. Stoopln&. ar crawlln1 
________ __;X.:__ _______ 1· 2 hours a day 

-----------------2·3 hours a days 
----------------3·4 hours a day 
-------------------------------Hours a day 

Additional Factors · enter here 

----------------1·2hours a day 
------------------2·3 hours a days 
------------------3·4 hours a day 
---------------------------------Hours a day 
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Easter Seals Central Texas 
Position Description 

Position Description - P~rt C and Performance Evaluation Form 

Name: Rosa Gonulet-1\br~go 
Position Tille: 1-touslng Programs Director 
$pecilic Perlormance ObJectives - Fiscal Year 2013 (Fisc• I year that pcnltlon description or performance evaluation Is iar] 

Individual Goals (Will constitute 75" of review criteria I 

Housing services revenues will cover tOO% of e~pense.s 

All contract requirements lor department programs will meet 100% or establisred goals IIIith no 
Rndings noted in compliance reports. 

Support 70 individuals to secure housing assistance 

Housing services will increase number of consumers served by 10% over last fiscal vear 
Total: 

Team Goal.: (Will constltut" 25" of review criteria) 

escrGro~s Revenue(vs.FYB budgNodl 
ESCT Not Income (vs. FY13 budgeted) 
E5CT Turnover Reduction (vs. prlor yCI"lr) 

Total: 
5pec1Rc Performanc" Objectives Total 

E~cellent Skilled 

90-100 Sll-89 

(Bold the category hsted above th~t IS same as specmc performance ob]ectrves total I 
Comments: 
losert overall po:rformance comments here. 

Dsyclopmen'PI Needs and plans.Jo.r PerfQU!I~nce._DeYeloAmeot.a.Q.dLctrJmp.lOJI.~eot 
Insert developmental needs and plans for performance development and/or Improvement here. 

My signature below verifies I t>ave participated in my evaluation. My comments are: 

EmployeeSignature 

Reviewer's Name (Printed) 

Reviewer's Signature 

Reviewer's reporting relationship to employee: 

truert pe,·unc;.ce to 
be obtolned In t his 
cofum" 

40" 

20% 

10% 

20% 
75% 

Insert" of Total nert' 

59' 

10% 
l()!(. 

2S'll 

100% 

Needs Improvement 

70-79 

[Put a capital X for correct descrfptlonl 
Position Description • Part C 
Interim Evaluation 
Annual Evaluation 

Insert actual obtained perc:entage In thls corumn 
(Blank for Part C, completed lor Evaluotionl 

0% 

Insert " Obtained wncn rc'/li!Wing 

0% 

0% 

Unsatisfactory 

69&bolow 

rmmedlate S'uperv1sor 

X 

Date 

Oate 

Date 



Easter Seals Central Texas 
Position Description 

Name: 
Position Title: 
FlSI\ Status: 
Approval Date: 

Reports to: 

Positions supervised: 

Counseling and Employment Services Director 
Exempt 
July 19, 2013 

Vice President, Workforce Development 
Lead Employment Consultant and Employment Services Program 
Specialist 

Dept: Workforce Development 
Oassiflcatlon: Director 

Revision Date: July 19. 2013 

Credential: Masters degree; appropriate licensure 

The Counseling and Emplo~ment Services Director reports directly to the VIce President for Wort.rorce Development and as a member o'f the Workforce 
Development department team Is responsible for: planning, organizing, and implementing the mental health counseling and employment services programs. 
Specific operational priorities are identified fn the annual Organization's Operational Work Plan. The occupant of this position is guided by the Organizational 
Systems Manual (policies and procedures), multi-year Strategic Plan, Operational Work Plan, Organizational Calendar and teamwork expectations In the conduct 
of all professional actlvfties. The occupant is expected to maintain skills and knowledge essential for successful Job perforrnance. 

ESSENTIAL FUNCTIONS AND BASIC DUTIES 
1 Implement activities and manage resources within approv"d budget for successful admlnlltration of the counseling and employment Services programs 
2 Provide supervision, oovelopm~nt and evaluation of department staff consistent with polities, procedures and operational work plan 
3 Maintain compliance wfrh, pollcres, standards and procedures c·onslstent with accreditation, certification, practice standards, licensure, and r-egulatory requirements. 
4 Provide clinical counseling services to meet contract goals and grant requirement; completing GAF assessment benchmarks for PJT program participants. 
5 Ensure that reports are submitted and project and participant files are maintained In COfllpliance with regulatory and Iunder requirements. 
6 Ensure that month I'{ billings are submitted and program expenditures are within budget goals and available resources 
7 Serve as liaison to employers for job development sites and with OARS and other employment services funding agenciP.s 
8 Other duties as ilSsigned 

MINIMUM QUALifiCATIONS/EDUCATION/CERTIFICATION and/or EQUIVALENT EXPERIENCE 
Master's degree In Counseling, Social Work and/or related tiel d. Current dlnlealllccnsure as appiiCOlble under Te~as taw IS required ( !PC, LCSW, or LMFT, etc). At 
least two years of clinical counseling experience working with adults with disabilities or behavioral healthcare diagnoses. Nonprofit administration and supervisory 
e~per1ence. Experience with employment program adrnTnistratlon, funding sources and community based services for people With disabilities. 

'rhls descrlptiDn is intended to indicate the kinds of tasks and levels of work difficulty required or t he position given Ibis titre and shall not he construed a• 
decla ring what tbe specific duties 11nd responsibilities of any particular position shall be. It is not intended to limit or in any way modify the right ul 
management to a~~ign, direct and control the work of employees under supervision. The risting of duties and responsibilities shall not be beJel to uclude 
l>lher dutics not mentioned tba t are of similar kind or level or difficulty. 

KNOWLEDGE, SKILLS and ABILITIES 
1 Of!mnndr;:lted evpt?rfe('lr.l'! in rrnjecr manaeement .a_nrf impl~m~.nt;)t!on 

2 Knowledge and skills ri!lated to counseling persons with developmental, behavioral, and/or rehabilitative disabilities. 
3 Working knowledge of the program development, budgeting and financlal oversight of progr'II!'S. 
4 Demonstrated knowledge of quality assurance standards and practices to maintain programmatic compliance and accreditation status 
5 Working knowledge of business development skills, wccessful outcomes for employment of people with disabilities and other disability services; knowledge may be based on 

personal o<perlence, professional training and experience, aRd/or experience In direct service dellverv. 
6 Ability to communicate effectively, verbally and In writing 
7 EJ(cellent writinc and communication skills. 
8 Evidence of commitment to full Inclusion of individuals with disabilities in all aspects of society. 

PHYSICAL ACTlVITIES AND REQUIREMENTS Of THIS POSITION [Seff- eMplanatory} 
frequent Sitting 

1-2 hours a day 
-X-2.-3 hours a days = 3-4 hours a day 
_ _ Hours a day 

Standing/Stooping 
1-2 hours a day 

-X-2-3 hours a days = 3·4 hours a day 
__ Hours a dav 

Lifting 
X 10·20ibs. 

-20-40ibs. 
-40-£0ibs. 
--60+1bs. 

Walking/Running 
X 1·2 hours a day 
- - 2-3 hours a days = 3-4 hours a day 
_ _ Hours a day 

Bending/Twisting 
X 1·2 hours a day 

--2-3 hours a days = 3-4 hours a day 
Hours a day 

Exposure to extreme bright or inadequate lighting 
___________ .::,x ___________ 1·2 hours a day 

------------------------2·3 hours a days 
- -----------------------3-4 hours a day ________________________ Hou~aday 

Performing repetitive motions 
1·2 hours a day 

------------X:-------------2-3 hours a days 

----------------------·3-4 hours a day ________________________ Hours a day 

Finger Dexterity (le. Handle, Centro{, or Feel Objects, Tools, or Controls) 

------------------------1-2 hours a day 
-----------~:-------------2-3 hours a days 

X 3-4 hours a day 
______________ _______ _ __ Hours a day 

Exposure to Healthcare Bio-hazards (ie., d isease & illness) 
1-2 hours a day ----- -------------------2·3 hours a days 

------------------------3-4 hours a day 
- - -----------"X'--________ _ _ _ Hours a day 

Exposure to Sounds, Noise Levels That are Distracting or Uncomfortable 

------------------------1-2hoursaday 
------------------------2·3 hours a days 
------------------------3·4hours a day 
-----------~0'--___________ Hou~aday 

Vice President, liR &Admif'\-______________________ _ Approval Date: 

I have received and reviewed this position description. 

Position Occupant: Approval Date: 

Exposure to Contaminants 

---------------1-2 hours a day 
_______________ 1·3 hours a days 

---------,..-------3--4 hours a dav 
________ 0::._ _______ Hours a day 

Outdoors, Exposed to Weather 
_______ ...;x;;;_ _______ l ·2 hours a day 

----------------2·3 hours a days 
---------------3-4 hou~ a day 
________________ Hours a day 

Elcposure to Hot/Cold Temps.(90 H or 32 F-) 
1-2 hours a day 

-------------- --2•3 hours a days 

---- ---.....,--------3-4 hours a day 
0 Hours a day 

Kneeling, Crouching, Stooping, or Ctawllng 
X 1·2 hours a day 

---------------2-3 hours a days _______________ 3-4 hours a day 

-----------------Hours a day 

Additional Factors · enter here 
_______________ 1·2 hours a day 

---------------2-3 hours a days 
---------------3-4 hours a day 
___________ ____ Hours a day 



Easter Seals Central Texas 
Position Description 

Name: 

Position Description · Part C and Performance Evaluation Form 

[Put a capital X for correct description) 
Name: Position Description · Part C 
Position Title: Interim Evaluation 
Specific Performance Objectives - Fiscal Year 2013 [Fiscal year that position description or performance evaluation 1: Annual Evaluation 

Individual Goals {Will constitute 90% of review criteria) 

Departmc~t revenues will cover 100% of expenses 

All contract requorements ror department programs will meet lOO'JI. of established goals With 
no flndfnRs noted In compliance reports. 
Develop employment se"!lccs inftla\llles tl>at will increase placemen~ sites by 25% over last 
II seal 'lear 

Complete GAF assessment at Intake and again at 90 days for PJT clients 

To tall 

Team Goals: (WUI conltltole 25% of review criteria) 

E.SCT Gross ~eveoue (vs. FY13 budaetcd) 

ESCT N•t Income fvs. FY.l3 budget ed) 

ESCT Turnover RcducCion (••· pr)or vear) 

Total: 

Specific Performance Objectives Total 

Excellent Skilled 

90-100 80,89 
. 

[Bold the category los ted above that IS same as specJffc performance objectives total) 
Comments: 
Insert overall performance comments here. 

Developmental Needs and Plans for Performance Development and/ or Improvement 

Insert percentage 
to be obtained in 

t his column 

35% 

25% 

20% 

20% 

75% 

Insert 'II ofTotal here 

5% 

lim 

lll'K 

25% 

100')6 

Needs 

70·79 

Insert developmental needs and plans for performance development and/or improvement here. 

My signature below verifies 1 have participated fn my evaluation. My comments are: 

Employee Signature 

Reviewer's Name (Printed) 

Reviewer's Signature 

Reviewer's reporting relationship to employee: 

Insert actual obtained percentage in this 
column (Blank for Part C, completed for 

Evaluation) 

0% 

tnscrt% Obtained when revfcwing 

~ 

0% 

Unsatisfactory 

69&below 

Immediate Supervisor 

Date 

Date 

Date 



i cwr · 
Eoster Seols 

~ OISA&Illvt rYICfS 

Easfer Seals-Central Texas 
Position Description 

Name: 
~":------' 

Posit ion Title: Physical Therapy Assistant Department: 
FLSA Status: Professional/Exempt 
Approved: 
POSITION REPORTS TO: 
POSITIONS SUPERVISED: 

POSITION PURPOSE 

Team Supervisor 
None 

ECJ 
Credential: Current Texas Licensure as a PTA 
Last Revised: 09/29/10 

Responsible for providing discipline-specific services within the scope of professional certification and ECI program standards, and 
consistent with agency standards for volume, productivity, record documentation, quality and client outcomes. Participates in the 
quality improvement program (including, bllt not limited to, Utilization and Peer Review, Environmental Quality, Credential and 
Certification Currency, Continuing Education, and Training and Special Studies). Maintains competency through continuing 
education. 

ESSENTI AL FUNCTIONS AND BASIC DUTIES 
I. Attend staff meetings, agency and ECI team in services and trainings. 
2. Complete continuing education needed to maintain certification/licensure and renew certification/licensure as necessary 
3. Update Human Resources on all needed documentation on a regular basis as required by agency standards 
4. Complete agency and program training as specified within timelines. 
5. Attend and participate in ECI team related quality assurance meetings and reviews including Utilization Review and Peer 

Review. 
6. Maintain communication throughout work hours with the main office. 
7. Process referrals including all related paperwork, documentation and interagency communication. 
8. Conduct intakes and screenings per policies. 
9. Initiate and maintain contact with children's physicians for obtaining and updating necessary medical information. 
10. Serve as a member of a family-centered team to: 

A. Develop and deliver a comprehensive routines-based service plan primarily in a primary service provider model, and 
B. Assist families in identifying their routines, concerns, priorities and resources, and 
C. Perform and coordinate developmental assessments, and 
D. Assess development, goal attainment, and continuing needs on a periodic basis, and 
E. Reevaluate outcomes and strategies based on family centered choice. 

ll. Serve as a Service Coordinator and perform all duties related to service coordination including planning, attending and 
facilitating meetings between families, ESCT staff and other community members as requested by families 

12. Provide routines-based Physical Therapy with appropriate supervision by a licensed Physical Therapist within qualitative and 
quantitative standards of the agency. 

13. Assist and facilitate the work of team members, other departments, and agency managers in attaining the goals and objectives 
of the organization. 

14. Other duties as assigned 
15. Hands-on or direct training of skills, documentation, billing, competencies and theory as assigned 
16. Continue to increase knowledge and understanding of ECI policy a11d procedures 
17. Be available to staff for answering questions, problem solving and training assistance in the field . 

M lNIM UM QUALIFICATIONS 
EDUCA TfON/CERTIFICATION and/or EQUIVA LENT EXPERl ENCE: 
Associate's level degree and current licensure as a Physical Therapy Assistant. 
Two years experience working with children, preferably children with special needs. 

fhis descriplion is iutcnded to indiclltc the kinds uf tasks a11d levels of wook di Oicolty required or the posotion given this title and shall not be constnoed as dccla<in{!. ~~loa1 the ~pccitic 
dulies nnd l'CSponslhiliti~s ofauy tnmicular position ~hall he It Is nol intended tnli1ml or 111 any way modify the riglu of management to assign, direcl andG(II\Irolthe workofcmpluy~es 
under supurvision Tl>tO lishng of d11h~s and o'Csporu>ibilitics sltall not he IICid to ~'1Cclude oU11:r duties not mt:nhoned that arc of somiiar bod nr It: vel or di!"ficollty 



KNOWLEDGE, SKILLS and ABILITIES 
• Knowledge and skills related to achieving successful outcomes for children and families challenged by developmental risk 

and/or disabilities in a routines-based, primary service provider model. 
• Demonstrate ability to work cooperatively with other employees, clients and their families, and other customers of the 

Center. 
• Demonstrate abi lity to communicate effectively. verbally and in writing, with customers. suppliers, co-workers and 

supervisors. 
• Work independently and use good judgment. 
• Maintain consistency with admin istrative and departmental policies through appropriate behavior, dress, attitude, attendance, 

confidentiality, professionalism and reliability. 
• Knowledge and use of proper handling techniques. 
• Computer knowledge including word processing. 
• Knowledge about agency services, programs, pol icies and standards. 
• Adhere to safety, health and regulatory requirements as described in the Center's policies and procedures. 
• Ability to organize, allocate time, and manage caseload requirements. 
• Respect for the value, potential and dignity of service participants and their families. 
• Must be able to lift children up to 30 lbs and sit on the floor for extended periods. 

PHYSICAL ACTIVITIES AND REQUI REMENTS O F THlS POSITIO N 

0Frequent Sitting 
[8] 1-2 hours a day 
02-3 hours a day 
03-4 hours a day 
__ hours a day 

Li fting 
010-20 lbs 
[gi20-40 lbs 
0 40-60 lbs 
060-_lbs 

Standing and Stooping 
D l-2 hours a day 
[8]2-3 hours a day 
03-4 hours a day 
___ hours a day 

Performing Repetitive Motions 
01-2 hours a day 
[8]2-3 hours a day 
03-4 hours a day 
_ _ hours a day 

Kneeling, Crouching, Stooping, or Crawling 
0 1-2 hours a day 

Walking and Running 
IZ!l-2 hours a day 
02-3 hours a day 
03-4 hours a day 
_ _ hours a day 

0 2-3 hours a day 
[8]3-4 hours a day 
__ hours a day 

Exposure to Sounds, Noise Levels That are Distracting or Uncomforta ble 

0 1·2 hours a day 
[8]2-3 hours a day 
03-4 hours a day 
__ hours a day 

Ben.ding or Twisting the Body 
1811-2 hours a day 
02-3 hours a day 
03-4 hours a day 
_ _ __ hours a day 

Driving in traffic/long distances 
01-2 hours a day 
02-3 hours a day 
~3-4 hours a day 
_ _ hours a day 

Outdoors, Exposed to Weather 
D l-2 hours a day 
~2-3 hours a day 
03-4 hours a day 
__ hours a day 

Exposure to Hot/Cold Temperatures 
(above 90 F degrees) or (below 32 F degrees) 

0 l -2 hours a day 
fXI2-3 hours a day 
03-4 hours a day 
__ hours a day 

Exposure to extreme bright or inadequate lighting Exposure to Conta minants 
hazards 

Exposure to Healthcare Bio-

0 J -2 hours a day 
[gi2-3 hours a day 
03-4 hours a day 
_ _ hours a day 

Finger Dexterity (ie. Handle, Control, or Feel Objects, Tools, or Controls) 
0 1-2 hours a day 
02-3 hours a day 
IZI3-4 hours a day 
_ _ _ .hours a day 

President/CEO - - - ---------------------------

(ie., disease and illness) 
01-2 hours a day 
02-3 hours a day 
~3-4 bours a day 
_ _ hours a day 

Approval Date _____ , 



I have received and reviewed this position description. 

Position Occupant _____ ___________ _ Approval Date. ____ _ 



Position Description- Part C 

Position Title Physical Tberapy Assistant/Mentor 

Specific Performance Objectives - 2010-2011 %of Total 
{Will constitute 60% of review criteria) 

I. Productivity 40% 20% 
2. Expected to Delivered 85% 20% 
3. Transition Timelines I 00% excluding family reasons 20% 
4. Billing and documentation done to agency/contract 20% 

standards 95% 
5. Team Attainment of ECI State Performance Indicators at 20% 

90% for Q 1, Q2, and Q3 
Total tOO% 

Critkal Performance Factors CRating 1-5) {Will constitute 30% or review criteria) 
_______ !. Deadlines (Internal & Extemal) 
_______ ...;;2. Compliance with ESCT Policies & Procedures 
______ __ 3. Compliance with Safety Standards 

General Performance Factors (Rating 1-5) (Will constitute lOD/o of review criteria) 
_______ !. Quality of work 
_______ _;2. Knowledge 
___ _____ 3. Judgment and problem solving 
_ _______ 4 . Professionalism 
_ _______ 5. Oral and written communications 
________ 6. Colleague relations/teamwork 
_______ 7. Dependability 

8. Initiative/Drive --------
________ 9. Time Management 
_ _______ LO. Attendance and Punctuality 

I have received and reviewed these performance objectives 

Position Occupant _______________ Approval Date _ ___ _ 

Supervisor ------------------ Approval Date ____ _ 

%Obtained 

Insert % Obtained 
when reviewing. 
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Position Ti tle: Physical Therapist 
FLSA Status: Professional/Exempt 
Approved: 

Easter Seals-Central Texas 
Position Description 

Name: 

Department: EO 
Credential: Licensed as a Physical Therapist 
Last Revised: 8/11 

POSITION REPORTS TO: 
POSITIONS SUPERVISED: 

Team Supervisor 
None 

POSITION PURPOSE 
Responsible for providing discipline-specific services within the scope of professional certification and EO program standards, and 
consistent with agency standards for volume, productivity, record documentation, quality and client outcomes. Participates in the 
quality improvement program (including, but not limited to, Utilization and Peer Review, Environmental Quality, Credential and 
Certificatiot~ Currency, Continuing Education, and T1aining and Special Studies). Maintains competency through continuing education. 
The occupant of this position is guided by the Organizational Systems Manual (policies and procedures), multi-year Strategk Plan, 
Operational Work Plan, Organizational Calendar and teamwork expectations in the conduct of all professional activities. The occupant 
is e-xpected to maintain skills and knowledge essential for successful job performance. 

ESSENTIAL FUNCTIONS AND BASIC DUTIES 
I. Attend staff meetings, agency and ECf team in services and trainings. 
2. Complete continuing education needed to maintain certificationllicensure and renew certification/licensure as necessary 
3. Update Human Resources on all needed documentation on a regular basis as required by agency standards 
4. Complete agency and program training as specified within timelines. 
5. Attend and participate in ECJ team related quality assurance meetings and reviews including Utilization Review and Peer 

Review. 
6. Maintain communication throughout work hours with the main office. 
7. Process referrals including all related paperwork, documentation and interagency communication. 
8. Conduct intakes and screenings per policies. 
9. Initiate and maintain contact with children's physicians for obtaining and updating necessary medical information. 
10. Serve as a member of a family-centered team to: 

A. Develop and deliver a comprehensive routines-based service plan primarily in a primary service provider model, and 
B. Assist families in identifYing their routines, concerns, priorities and resources, and 
C. Perform and coordinate developmental assessments, and 
D. Assess development, goal attainment, and continuing needs on a periodic basis, and 
E. Reevaluate outcomes and strategies based on family centered choice. 

11. Assist and facilitate the work of team members, other departments, and agency managers in attaining the goals and objectives 
of the organization. 

12. Other duties as assigned 
13. Hands-on or direct training of skills, documentation, billing, competencies and theory as assigned 

MINIMUM QUALJ.FICA TlONS 
EDUCATION/CERTIFICATION and/or EQUIVALENT EXPERIENCE 
Master's degree in Physical Therapy with current licensure. Two years experience working with children, preferably children with special needs. 

This descJiption is intended to indicate the kinds of tasks and levels of work difficulty reqnired of the position givcm this Iitle and shall not bG construed il.~ declaring what the specific 
d<llies and responsibilities of any particular position shall be. It is not i11tendtd to limit or [n aoy way modif)r the ril!bt of management to assign, direct and con(rol the work of enlploye.:s 
u1>der supervision The listing of duties and respon~ibil i ties.shall not be held to exclude other duties not mentioned !hat are of similar kind or level of difficulty 



KNOWLEDGE, SKILLS and ABILITIES 
• Knowledge and skills related to achieving successful outcomes for children and families challenged by developmental risk 

and/ or disabilities in a routines-based, primary service provider model. 
• Demonstrate ability to work cooperatively with other employees, clients and their families, and other customers of the Center. 
• Demonstrate ability to communicate effectively, verbally and in writing, with customers, suppliers, co-workers and 

supervisors. 
• Work independently and use good judgment. 
• Maintain consistency with administrative and departmental policies through appropriate behavior, dress., attitude, 

attendance, confidentiality, professionalism and reliability. 
• Knowledge and use of proper handling techniques. 
• Computer knowledge including word processing. 
• Knowledge about agency services, programs, policies and standards. 
• Adhere to safety, health and regulatory requirements as described in the Center's policies and procedures. 
• Ability to organize, allocate time, and manage caseload requirements. 
• Respect for the value, potential and d ignity of service participants and their families. 
• Must be able to lift children up to 30 lbs and sit on the floor for extended periods. 

PHYSICAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION 

0Frequent Sitting 
1.811-2 hours a day 
02-3 hours a day 
0 3-4 hours a day 
_ _ hours a day 

Lifting 
010-20 lbs 
18120-40 lbs 
040-60lbs 
060-_lbs 

Kneeling. Crouching. Smoping. or Crawling 
01-2 hours a day 
0 2--.'1 hours a day 
1.813-4 hours a day 
_ _ hours a day 

Standing and Stooping 
01-2 hours a da.y 
1812-3 hours a day 
03-4 hours a day 
_ __ hours a day 

Performing Repetitive Motions 
01-2 hours a day 
1812-3 hours a day 
03-4 hours a day 
_ _ hours a day 

Walking and Running 
1811-2 hours a day 
02-3 hours a day 
03-4 hours a day 
__ hours a day 

Exposure to Sounds, Noise Levels That are Distracting or Uncomfortable 

01-2 hours a day 
1.812-3 hours a day 
03-4 hours a day 
__ hours a day 

Exposure to extreme bright or inadequate lighting Exposure to Contaminants 

01-2 hours a day 
1.812-3 hours a day 
034 hours a day 
_ _ hours a day 

Finger Dexterity (ie. Handle, Control, or Feel Objects, Tools, or ContTols) 
01-2 hours a day 
02-3 hours a day 
1813-4 hours a day 
_ _ hours a day 

President/CEO _ ____ _ ___ _ _____ _ 

1 have received and reviewed this position description. 

Position Occupant ______________ __ . 

Bending or Twisting the Body 
1811-2 hours a day 
02-3 hours a day 
0 3-4 hours a day 
_ _ _ _ hours a day 

Driving in traffic,llong distances 
01-2 hours a day 
02-3 hours a day 
1:8]3-4 hours a day 
_ _ hours a day 

Outdoors, Exposed to We«ther 
01-2hours a clay 
1812-a hours a day 
0 3-4 hours a day 
__ h aw-s a day 

Exposure to Hot/Cold Temperatures 
(above 90 P degrees) or (below 32 I? degrees) 
01-2 hours a day 
1812-3 hours a day 
03-4 hours a day 
__ hours a day 

Exposure to Healthcare Bio-hazards 
(ie., disease and illness) 
01-2 hours a day 
02-3 hours a day 
1813-4 hours a day 
__ hours a day 

Approval Date ____ _ 

Approval Date _ ___ _ 



Position Description - Part C 

Position Title: Physical Therapist 
Specific Performance Objectives- 2011-2012 %Obtained 

(Will constitute 60'lfo of review criteria) 

1. Expected to Delivered 85% 30% 
2. Billing and documentation done to agency I contract 

standards 95% 40% 
3. Team Attainment of EO State Performance Indicators 

at 90% for Q1, Q2, and Q3 30% 

Total 100% 

Critical Performance Factors (Rating 1-S)(Will constitute 30'Yo of review criteria) 

. _______ 1. Deadlines (Internal & External) 
______ _,2. Compliance with ESCT Policies & Procedures 
______ _:3. Compliance with Safety Standards 

General Performance Factors (Rating 1-5) (Will constitute 10% of review criteria 

_______ 1. Quality of work 
_______ .2. Knowledge 
_______ 3. Judgment and problem solving 
_______ 4. Professionalism 
_______ .5. Oral and written communications 
_______ 6. Colleague relations/teamwork 
_______ 7 .. Dependability 
______ ___;8. Initiative/Drive 
_______ 9 . . Time Management 
_______ 10. Attendance and Punctuality 

I have received and reviewed these performance objectives 

Position Occupant _____ _________ Approval Date ____ _ 

Supervisor----------------Approval Date ____ _ 

Insert % Obtained 
when reviewing. 



Easter Seals Central Texas 
Position Description 

Name: 

Position Title: Occupational Therapist 
FLSA Status: ProfessionaVExempt 
Approved: 
POSITION REPORTS TO: 
POSITIONS SUPERVISED: 

POSJT ION PURPOSE 

Team Supervisor 
None 

Department: ECI 
Credential: Current Texas Occ~pational Therapist Licensure 
Last Revised: 8/11 

Responsible for providing discipline-specific services within the scope of professional certification and ECI program standards, 
and consistent with agency standards for volume, productivity, record documentation, quality and client outcomes. Participates in 
the quality improvement program (including, but not limited to, Utilization and Peer Review, Environmental Quality. Credential 
and Certification Currency, Continuing Education, and Training and Special Studies). Maintains competency through continuing 
education . 

ESSENTIAL FUNCTIONS AND BASIC DUTIES 
1. Attend staff meetings, agency and ECT team in services and trainings. 
2. Complete continuing education needed to maintain certification/licensure and renew certification/licensure as necessary 
3. Update Human Resources on all needed documentation on a regular basis as required by agency standards 
4. Complete agency and program training as specified within timeUnes. 
5. Attend and participate in ECI team related quality assurance meetings and reviews including Utilization Review and Peer 

Review. 
6. Maintain communication throughout work hours with the main office. 
7. Process referrals including all related paperwork, documentation and interagency communication. 
8. Conduct intakes and screenings per policies. 
9. Initiate and maintain contact with children's physicians for obtaining and updating necessary medical information. 
I 0. Serve as a member of a family-centered team to: 

A. Develop and deliver a comprehensive routines-based service plan primariJy in a primary service provider model, 
and 

B. Assist families in identifying their routines, concerns, priorities and resources, and 
C. Perform and coordinate developmental assessments, and 
D. Assess development, goal attainment, and continuing needs on a periodic basis, and 
E. Reevaluate outcomes and strategies based on family centered choice. 

11. Provide routines-based Occupational Therapist within qualitative and quantitative standards of the agency. 
12. Assist and facilitate the work of team members, other departments, and agency managers in attaining the goals and 

objectives of the organization. 
13. Ot11er duties as assigned 
14. Hands-on or direct training of skills, documentation, billing, competencies and theory as assigned 
15. Mentor staff in the Competency Demonstration System 
16. Continue to increase knowledge and understanding ofECI policy and procedures 
17. Be available to stafffor answering questions, problem solving and training assistance in the field. 
18. Supervision of student interns 

MINIMUM QUALlFJCATIONS, EDUCATJON/CERTIFICATlON and/or EQUIVALENT EXPERIENCE: 
Master's degree Occupational Therapy with current licensure. 
Two years experience working with children, preferably children with special needs. 

This description is intended to indicate tile kinds of ta~ks and lt.'Vels of work difficulty required of the po~ilion give11 this title and shall not b• cor•strued as declaring wllat the sp~eific 
duties and responsibilities of nny par~iculllr pllsition shall be It is not intended to limit or irl any wuy mo<lify the right of managelllcnt tel ussign, <lirccr and control the work of employees 
under supervision The listing of duttos ;md responsibilities shall not be held to excluclc other duties nQt tuemiuncd !hat are ol similar kind or level uf difliculty 



KNOWLEDGE, SKILLS a nd ABILITIES 
Knowledge and skills related to achieving successful outcomes for children and families challenged by developmental risk and/or 
disabilities in a routines-based, primary service provider model. 
Demonstrate ability to work cooperatively with other employees, clients and their families. and other customers of the Center. 
Demonstrate ability to communicate effectively, verbally and in writing, with customers. suppliers, co-workers and supervisors. 
Work independently and use good judgment. 
Maintain consistency with administrative and departmental policies through appropriate behavior, dress, attitude, attendance, 
confidentiality, professionalism and reliability. 
Knowledge and use of proper handling techniques. 
Computer knowledge including word processing. 
Knowledge about agency services, programs, policies and standards. 
Adhere to safety, health and regulatory requirements as described in the Center's policies and procedures. 
Ability to organize, allocate time, and manage caseload requirements. 
Respect for the value, potential and dignity of service participants and their families. 
Must be able to lift children up to 30 lbs and sit on the floor for extended periods. 

P HYSICAL ACTIVlTIES AND REQU IREMENTS OF T HIS POSITION 

0Frequent Sitting 
1&1 1-2 hours a day 
02-3 bow·s a day 
03-4 hours a day 
_ _ hours a day 

Lifting 
0 10-20 lbs 
~20-40 lbs 
040-60 lbs 
060-_ Jbs 

Standing a nd Stooping 
0 l-2 hours a day 
~2-3 hours a day 
03-4 hours a day 
_ __ hours a day 

Performing Repetitive Motions 
0 1-2 hours a day 
~2-3 hours a day 
03-4 hours a day 
__ hours a day 

Kneeling, Crouching, Stooping, or Crawling 
0 1-2 hours a day 

Walking a nd Ru nning 
[g) 1-2 hours a day 
02-3 hours a day 
03-4 hours a day 
_ _ hours a day 

02-·3 hours a day 
~3-4 hours a day 
__ hours a day 

Exposure to Sounds, Noise Levels T hat are Distracting or Uncomfortable 

01-2 hours a day 
~2-3 hours a day 
03-4 hours a day 
__ hours a day 

Bend ing or Twisting the Body 
l'81 I -2 hours a day 
02-3 hours a day 
03-4 hours a day 
____ hours a day 

Driving in traffic/long distances 
01-2 hours a day 
02-3 hours a day 
t8]3-4 hours a day 
__ hours a day 

Outdoors, Exposed to Weather 
0 l-2 hours a day 
~2-3 hours a day 
03-4 hours a day 
_ _ hours a day 

Exposure to Hot/Cold Temperatures 
(above 90 F degrees) or (below 32 F degrees) 

0 1-2 hours a day 
[8l2-3 hours a day 
03-4 hours a day 
__ hours a day 

Exposure to extreme bright or inadequate lighting Exposu re to Contaminants 
hazards 

Ex:posu re to Realtllcare Bio-

01-2 hours a day 
(812-3 hours a day 
03-4 hours a day 
__ hours a day 

Finger Dexterity (ie. Handle, Control, or Feel Objects, Tools, or Cont rols) 
01-2 hours a day 
02-3 hours a day 
(813-4 hours a day 
___ hours a day 

President/CEO ------------------------------
I have received and reviewed this position description. 

Position Occupant. ___________ _____ _ 

(ie., disease a nd illness) 
0 1-2 hours a day 
02-3 hours a day 
~3-4 hours a day 
__ hours a day 

Approval Date _ _ __ _ 

Approval Date ____ _ _ 



Position Title: Occupational Therapist 
Specific Performance Objectives- 2011-2012 

(Will constitute 60% of review criteria) 

1. Expected to Delivered 85% 

Position Description - Part C 

% ofTotal 

2. Billing and documentation done to agency/contract 
standards 95% 

3. Team Attainment of ECI State Performance Indicators at 
90% for Q 1, Q2, and Q3 

Total 

30% 

40% 

30% 
100% 

Critical Performance Factors (Rating 1-5) (Will constitute 30% of review criteria) 

_______ I. Deadlines (Tnternal & External) 
--------'2. Compliance with ESCT Policies & Procedures 
________ 3. . Compliance with Safety Standards 

General Performance Factors (Rating l -5) (Will constitute 10% of review criteria ) 

_______ 1. Quality of work 

--------'2. Knowledge 
--------'3. Judgment and problem solving 
________ 4. Professionalism 
________ 5. Oral and written communications 
________ 6. Colleague relations/teamwork 
_______ 7. Dependability 
________ 8. Initiative/Drive 
---------'9. Time Management 
_______ LO. Attendance and Punctuality 

I have recejved and reviewed these performance objectives 

Position Occupant---------------Approval Date ____ _ 

Supervisor------------------ Approval Date ____ _ 

%Obtained 

Insert% Obtained 
when reviewing. 



Easter Seals Central Texas 
Position Description 

Po.shion ntlt 
FlSA StJtu>o 
ApproYIIDite; 

AeoortsiO; 

PovtiOftJ"W~sed 

Team SuceMsor 

Oepr: 
OaufficatiOn: 
1\o!mlon Date: 11•""1 clotolut teol><d! 

Ttte sPftdH•neu•ce p.~ll'!ofos . .st reSJO'U d•r«etly co tht cearn .su~sor tnd a.s a tnPmber of me EO t1~m ts raponstble for pfO't'Milnc d·sc•"'l,..lPf'Ctf'loC ifn"'trCH wlth'n the 
.sc:oo.! of proft:SJ on.al cMiflcation 1nd EO PfO&rtrn staM1rds. Jnd cons-istent wfth iCeMV s~ndan:l$ fot wofufl'le. ptoduchY,tY. rtcord docum~tltton. qua +I~ aM d«tnt 
outCQn"!CS. Pir1dpalt.s It\ Chi Q\ilfiC'/ImprG\If.11"ttfll 1)10CI'3m (lM1ud.n£ but not ll!TI·Ced 101 Ut.tiutton ind Pl!'er Aev~ew, Envt.ronmrntal Qual~ty, Cred«!hll Jnd Cen r~1km 

CUr~v. Contmuin& Education, an.d Tl"'tnln& 1'Mf Special Stuclft). Maine~ ru competency through eon.ttMJI"I ~·uuuon. Speaftc optnc.lonal or.oflt'f'S art' kftntlfled In eM 

tn"ual Orct,tnt.ton't ~c~o.nal W01' PI:..,. The o«ul)at'l of tta"!s I)OSidon is &ukNd by the Ofp,lzt~tloll\41 ~tettu MI!Wtl fpoiiClt.S and PflXIOure&l. nw 11-rtM Stottqfc 
Plan., OptontJoN.J Wor~ Pt. fl. Oraan·~UOf'l.lt C:ltendlf" .11\d te1mwor\ expect•hOfiS In the cond!.Jc:t ol alt etd~M.SI~I ac.rMt.lti. T'he. oc.u;pa.nt Is t(C)«:ltd lO ma!ftt.l•f'l .sJirls and 
lcnow'N&t rue.r~tlilfOf wc:ctulul job performante. 

ESSENT1Al FU!VcnONS AIVO &ASIC OUTlES 
1 Attend slaff meeli.nes. olJCency 1nd ECI team tn K'fVIces .and trainlnc,s. 
1 COmpltte conllf\ut"l ~ucat~n nHdtd 10 ma1nta•n centratlon/lic.cnsure 01nd renew 'ertlficallon/Hcensu(e as 11ec:eurv 
l l.lpdatt' Hum~n Ruoort:u on 111 n~•d""d dowmtf1t<lltjon on 1 regular ba.U.s as ~utreod by agency rundirds 
4 Compk!te Jtet~cy .and pi'Oiflm tnunlna" .speciflrd wflhln t1me1ine~. 
S Atte,d •nd part.idp~te In ECiltilm rel1ttd qu•lfly •nuranc• meec;np ~nd re'lfews fnctudTnc lJtiliut1ol1 Rev'ew and Peer R.evrt:w 

6 M~lntalf\ communrcatlon lhiOU&houl work hO\.lt'S W1lh UHt main office, 
7 ProGHs rererrall tnchJdi"S •II ro•~IOd oal)erwork, doc4Jmenuulon Jnd lntNJge:ncy communle1tlon. 
S, Conduc.t 4ntakes and Krrltnlnas per pollcuts.. 
9 t•lli•te •nd molntoln conl~ct with children's physlclons for obl•lnlng ond updallna necenary medlcol lnl\mn•tlon 
10. s~rve- as a member ot a ro ~nuy .... e•~t~•eLJ \ta111 lO• 
A De\lelnp and deltvtr a comprehentiiJe roYtlne&·blltd ~ervlct pl1n prlmarlly In -a ptfmarv service provide:r model, and 

d Auist fa mil'" in ldwnUfylnM their routtnes, concttrns~ priorities ilnd ruources., and 
C... Perlorm o1nd toordlrtate developrmmto1l asuuments, and 
0. M.sw deve..,pmt:nt. go; I auolnmerll. and conc!nufn& llVeds on~ periodic basts. ind 
E Rtr~tuarr ourcomes 1nd Ut.illt&•u b•.Md on fJmlty centt.rtd chofce. 
11 Provide rouclnes--bastd 5p~rcn fhtnpy wlthln QUIIIItllve attd qu .. ntditlvtt stand;~rds of the agemcv 

lZ Au\-" and f1dflt1te th• wort ot team rnembtrs. other departments,. and agency m01n•cers in att4fnlntc the aoals and ob]ecllvts or lht. otsanluuon 
13 Ot.htr duttM ;u ou.si&Md 
14 Hancb-on or dlt~c mlnlnc "' skUI,, docutMnraUon, bll!lnc, compecendt.s and theory as a:uign·ecl 
tS Contlnue co lncrl!'a\f' lcnow1rdae 1nd understandlnt cf £CI policy and procedures 
16 ~ aVIll+~tlle to Jt:atf for 1AlWCflf'l8 qut\lfont.. probM'M IO..,.f'll .tnd caw conferenf"l 

,.....,..._._..... .................... , ....... ............ - ..... _,,.......... .... ,_.,. ............ _ .. ..-.... .. ,......... ....... .,...... .................. ~ .. ..-.-...-- ..... _ ......... 
... , .... -r,~tW ... tl....,_,...,..,..__. ..,. ,....... _ _.,....,..... ...... ~ ....... M_..,. • ......,. ...... ._..,._........,_ .. __. .... _,....., .... ._.,_,......_, 

ICHOWLEOGt, SKILlS and A81UTlES 
• l(now'ed&e •..0 slnll• ~ato<l to o<l!•..,nc SUCCflWI outc<,., .. lo•d>lld!l!n •nd fom~ies c:hottenaed by d...,lopmentaiNk or>d/o. dwblil' .. Ill o rouun ... .t.ued, primO!Y S<NI<e _.,., mo6el 
• Ot.rnonstrJte ab:lfty to wc>tt cooperahvt.lf w·th ottler empt~. dtents lf'ld thf'tr fam1Les, and athtt{ NUoml!'r.S of the Cenler 

• Oe.rnonu~te ~bil4.y to commun•cate effKttveiy, vt'tba1fi,o ;and an wr,tif\L ~~th cmtomeB. supp1iers. co-workefs ~nd .su~ 
• w .. ~ onde-donlly ond u .. lood rudcm~<>f 
• M1in~in co!UiSlMcy with ~dmll\~ttr~t'w J!"'d depattmrntal ~ t~roucn appropriate behavior. dftis. att1ludt. +~Uen~nce. confid~til 1ty. proftUIOttiillsm -,nd Ma.DI11ty 
• KI\OWiedge arpd us. of nroptr handlln1 tecfl,tq~o~t:S 
• Com purer koowted&f lndudlna WOld proceu~a 
• Knowled&e about ae@ncy servk:tl, prosram~ polfcles ~nd Slandardl 
• Ad herr to safety, he•lth .tnd re1ulo~tory requlrementsal detcribed in the CA!nte(s poUch!s ~l')d ptoc:e<Jures. 
• AilUity to OI'Jiif'lh.~. ~dtoatft Umt. •nd mani&~ c~Sdoad requirements . 
• At1jMH;ot for the 'oiWiur:, pol~ti.al .tnd dtarWty or strvlc.e partkiP~U'\tS a-nd their fo~mlll•.lo. 

• Must be able to lift children up ro lO lbs tnd sh on the floor for e• tended period.s. 

PHVSICAl ACTIVITI£S AND REQUIREMENTS Of '!>liS POSITION l5e~ • o•plon•totVJ 
ffe-quent Sfttina 
__ 1·2ho1Jt1ada-v 
__ 2·lhours11davs 
__ 3 ... houtH d•V 

__2. Hou,,. a day 

Slondln&fStoOjllnc 
1·2 hour> a day 

--2.J houu a days 
- 3""" ,ourJ a d:av 

8 tiouf'Sa doy 

Ultl"l 
10-lOih$.. 
2~01~ 

_x_.~lb<. 

_60· 11u. 

watkfll&/llll~illllt 

X 1-2 hou" a doV 
=2·31\ou,.,od.>ys 

J-4 llcw,., • doy 
--IIOOr>ocloy 

kndlna/TWbtf"l 
1·2 hours" day 
Z·l hcwr. • dovs = 3-4 hou,., • dov 

8 l+outudov 

E.tepo1ure to e•trtrn• btl&hl or lnad~quate llahtlna 
J-2hout< • dav -------------------- ---2·3 hou"a days 

------------------ - ----3-4 nouro• day 
-----------~0~-----------Hou,.,ad•v 

Ptrfor~lnJ r~pc:lttiVt. motJons 

------------~-----------1-Zhouts•day 
---------------- -------2·.3 hoursadavs 
-----------------------3-4 hoursad•Y _____________ __________ Hourt•d•v 

,.,....o..,..,., ........... ( .............. ~r....-~ 
_____________ X::._ ___________ l-l hourso doy 

-----------------------Z·l hou•ud•~• 
--------------------------------------------l"'hounaday 
---------------------------------------------•~•day 

1·2hot11S • doy 
-----------------------2-l hOlliS I cUI" 

----------------------~----------------------l~hoursad~ 
-----------~0~-----------H<>IIIUdly 

------------------------1-2 houru day 
----------------- - -----2·3 hout>• d•v• 
-----------...,..-----------3-4ho<JISado> 
----------------------~----------------------Hounaday 

1\pptov•l Dat~ 

b.pCMuro to ContamiMf'l ts 

-------..0::..---------l·Hour<o day 
---------------2·1 houu a dayt 
---------------3-4 hours a dsy 
----------------"0\f')tld;Jy 

Outdoor•. E.ltpa&e.d 10 Wnther 
_______ ..,:K~-------1-2 houtso doy 

-----------------------------2~hounado~ 
---------------'"' "'"'' .. d•y ________________ Houruday 

C..,O.W• • HM/CC>N Ten~,._,_,.. • n • -t 
_______ .!,X!,_ ______ L-2 houtso cloy 

---------------2·3 hours • days _______________ l-4 hou" • doy 
________________ tlourso d•y 

-~-.. en----------------l•lhOII"O d.1y _______________ 2-lnouna.Uys 

_______ _:X~------~I>outud~ 

---------------""""• day 

---------------2·2 hou"a day 
---------------2·3 hour> a dovs 
---------------3-4 hourn d•y _______________ tlout•• ctay 



Easter Seals Central Texas 
Position Description 

Pos1tlon Denriptlon.- Part C and Petfonnotnu! fval~atton form 

"-· ..,,_Till«. Sp<!!<~ ........... '•!I!OiOI'f! 
spec~nc Pe.rldffl'.nca: ObJKlh'd - fbcal Y~r:., 1:011 {f~KM ,.*' t~Mc.""tto" d""'pe.tot~., petf~ ... ~ h ror) 

lndlvldull Goob (WII tonJthlne-.,_._ crftttle) 

Planned (0 Delivered Sef\>~· 85" or areater 

Delivered Service Houcs· SOiio ol MUll worked are contacc with famillet/chlldren 

ECI contract attainment ol45 dav timcllne· 100% of cnlldren enrolled tn 45 days 
Total: 

Tn.n Goah: (Wi.ll toMdbl'- U" of rtvlew oUarf1} 

lOS bodpc Maoaremtnc 
ESCT Net lncoma m .. h fY 13 Budltl 
Toroh 

Sped"t Pertofmt nc:o Objectrvu lotJI 

Uetlll'llt 
90100 

COmmt!nts: 

s~·~•d 
80·89 

Developtnenal Ns"l!und. Pl;~ns fol PtdO!II!ti!S!J!I'l!lopment and/or lmorovt~mtnt 
•nsel'l de'lt'top.mf!nt.at nHds .,..d p•ans for petfDrm;,na ~pment ind/or Improvement. nere 

My Jl&necu~ befo• •erlfteJ I he•e plll11dpa!ed In my ev11luation. My commentl111re• 

Employee Sianature 

Reviewer's Na!M (Pf!ntedl 

!le"<]ewer's Signature 

llevk!wer's reponlni relotlonshlp co employee: 

inM11~ ..... 
beobt>lnotd lntli\J 
! ..... _. 

1C»' 

~ 

lC»' -tru.ert"o1Tot.11 

""· s" s" 
10% 

·-

(P•c • cap.lfl X lor cc<N<c dfiCIIpclon( 
PoS.UOt\ OeK.t,'QI1.c>n • P'm C 
lntenm Ev~hJat.on 
Mnu.al fv.&luiHon 

tns.rt K't'UI obllrin<ed ptttem•'" 11'1tt cohii\'WII 
(Blank few Part C. comptete4 for EYINidoftl 

kuor1 "Obl••ntd whtn 1eYirw•n1 

011 

u~mllfamry 
59" below 

Date 

Dace 



Easter Seals Central Texas 
Position Description 

Pos<Uonntle: 
ft.SASI.lW<; 

"""""'"' Da<•· 

~~:::,~'"'::.::Coot:::::=.d::'!.!"'~'or:::.!l~o!-'r '~'---------------~:~Rcat•Ot': 
!ru~rz.s~/1~·-------------------- R...t!lon Date· 

(CI 

Prolenlcnll 

HIA 

fl'te: S4tnAce Cootci.•Ntor t«PQfts drrt(tfot ro d'lc: Tt~ SousMI\IliOt and~ <al'M'ft"be.r of th• ((I tNm i:i r.soonllblt fot: prov;.di"' dtWpJine•jpedhc: Sit'<; .eM" ¥rtthln tM scope of 
P'OfttSltottaJ c.nifiuUon/'lewt~• .¥KJ fC• proara,. n~ch-_, md wn&~.-n.t ~th _aawtcv 1tancf1td' hv vot'Un"l, ~tv. 't'<O*'d doa.t'MnU!Uon, qt.:llitf l"d d 1f:'rl\ 

our,comes Partidp311'~ itt tM qv+~,ty ""'"ovtmc-nl PfOVt+'" (1rdi.d,,._ but not 5irn•led \0, Utl:l:latiQfland Pew Rn•~. Enviroru'n-"tal Quaftty) M .. nt.J,M comotftncy t.htoutn 
tontinUil'fl edt~Uiion. S9e<•fk ~r~~ $Wb'ltiti Me kleffl•fte:d In rhe annual Orpnilition's OperationOll Wcri. P~.n. l'he O«up.tnt of thb posUton k J U&dfod by lhr 

Orpt>ll.uor.- 5¥St""" "'•n.m(I>OI•ntl 01'4 O<O<oduu'''· "'uiU~., Str><ql< l'bn. Opofit!ONII WOII< Pion. 011'1~1 01-u •nd te>m-~ -·•~ont In I too condun 
ot all e~~~ole.ss~ JctJv•ti.s.. Tn.t O«\IDol'"lt '' uPf(ltd 10 m.i·"'~'" ~1!s and knowltdt~ b.RI1UC1 fer wc<tiShoJ job petform.anc~ 

ESSENTIAl ~UNCTIONS ANO IMIC Dl/TIU 

t ~UO!'d st>ll m••li"'l, .. """end [0 tum In -•• one! tnllnlncs 
2 C~J)tttt continUi"' ttdt.lcatJcn n.tdeo tO tNtn,-aln Qfftlflatlon/kcen$ure If oJpptlti!bte atad re:n.!W crtt.ifk.oldon,1,ceruure ;n. nft'IISSatY 
l Update Human RHO!Jfc.tt or1 111 ne-ed~d documentttlon on a rt&Uiar ~sis 11 reQuired by •IMCV sta~rds 

<1t COmplete aaency and prOJrJm train•l"\\ U specified ~lh•n limetlnes, 
" 1olooU ond IC>ddlon wl>o ••• d<vtiOP1!1<nttlly dol.tyod, or ore 01 note of dtl•y: 
B. Patt C of IDEA, •nd 
C. servic.es available in the community or from 1.tate--funded PI'Oit~ms rrainlnc: indudes eJ gibJiity and co~t lnfCHTngtJon; c:om~lrte th~ EO hmliy Ctnhrrtd 5~rtifre 
COOfdinatlon modUIP bt:IOftt providlna onv ~f'f'VI'e coordlf\aflofl o;~c;tlvlties: artd effedivel,.- comrnu~tc;te tn the f:.mity•.s ptl'mo:arv ta,u;,ae or Uit at~ •nrtfrweu.•r and 
tranilator unless It Is cle:.rlv nor le:afibte 10 do 110. 

S Attend and part!Cip.:ste In £CI teorn retated qu.:.11ty liSYfolncr meetrnss •nd r~vlews lndudin& UtillzatiGf'J "evlew anti Peer ~t!'VIt!W 
6 M:aln1.11ln communlcadon al\rousfiaout w01k nour~ with tho mnln ofnce. 
7 Proc8u refe.mUs: lncludlna an rei.; ted paperwbrk, c'Joc;umentatlbo 111d intC.r~aunc:y communicaUon. 
8 Conduct lnt.J~es ;:,od suuni"SS pe; pollde~ 
9 Initiate and maintain con1:at1 wtth children's phy,fclans fOf obtalnin& and updating n«enarv medical information 

lO Se.rvr ;.s: a mt:mber oJ 1 'omlfv centtrtd rtam to 
A. Develop and deliver., tomprC!henJivt rout1n~' based service plan primontlv In a primary wVfu prol/id~r model~ and 
8 As51st 'amOie,) In ldenllfv.nctt'ltfr tot;bnc\, c:onc.ems, prlaritiu and rtSOYrce~ and 
C. Coordinate dr.vefapm~t.11 OS:Se\Smtmc.s1 and 
o . Auns dneloc;~fTitttt. 1oa1 attainment. aod COIItltturna needs on a periodic bash. ilOd 
E Auv.liUittt' outcomu M~d ttr;ltoalal bl~d on r;miiV Ct.tl"'tered ~ 

u S6Ve •.s., ~ toordl~tor and per(Ofn't ~~ dud•~ r~I.Ated to service cootdtnattM lndud•nt plaMna, iillttndina •nd racllllatlna mlffh.,.s berwe-ttn f;)tftllle\, ESCT starr 
Mid other con'lmwtity members .u requested by faml~t:J~ 

U A<slst ond I.Jd111.11ta tl>o .. .,~of IC.llllrn<lrn"""· OtMr d<por!mMII, •nd lflentv """"'"''" .ruinlltA tile~ •nd objocllilft of IM proerJm ond otpniJodon 
1l Olt"'r dutkt•"' .. ..,...., 

M!f;IMUM QUAUfl<J>TION$/lDUCATIOH/CERTffiCATtO-. ond/or EQUIVAlfNT El6'tiiiE'IU 
"'met's,.,.,, ... o•I.J<Miof's dqroeln CN•d ~P"""''· Pty<t,oiOfl'for•-ed 11..,.... s.M"" f<eld lndco<tln«flarpond..,.«r!ollcollo<>ll>riiM E>nyO. -.1 
h~tetVHILM Stat4 ~e.nc;y. f WO ye~tl ~pnienat W~ Wllh d\ildref\ pre(trahfv cNidten wdh 51)@"dal Meds 

IOfOWlF"I)(;F. $XUt~ .. "d ANtm{j 

1 ~de• ond stf11> rol.tlod 10 """"'nc >u«nslul OUI<OrMS 1o< <llildrcn end famw· .. <NI'""J•d by ~men~ 11st llltd/"' di>at> I•~H in a rouUn••·bosoo, "''""'"' 
"""""pr~r..,.,.UI 

2 DttrnoMrtate ability to wotk C'QOPt'ti1ti-.ety With CMMt emptcrrees.. d·e:nu Jnd me·r ram& ies,.lnd othti QJStomers of the CMlff 

) Dfff\OnJttate ab.tltv tD comtniM"uc.act ~Kllvft~1 Yetbdy ~in writk1c, ~iff\ c:ustomen, suprpters1 a>-wotters and WCMf'\llsart 

• WOII< In~lyond~M •-j<Mjament. 
S Matnt~1n ~tf'\t.y wJth adm•rt.JUOlWe end ~mtnt.ll pol1tte:C thi'Oulh a,pp.t0Qfl3le Dehavfoc, dress. itllt\lde. IUt'ndJI'ICf', conf<dtnttautv; profeu4onalkm Wid 

r<:llob Uty. 
6 ~t~>o•i•ctce and.,.. ol Pfop., hondllnatochn!quH. 
7 COIT!putr.r know4e-dt• indu.t:ltt"'& wOfd proc:Hstnt 
8 Kf'Owleda,e about aaenc:y lf'rvtcrs. p,oaram._ poUdr-t and s~dards. 
9 ~dhere to wf~. hullh 1nd reaulatory reQulrttntl\iJ •s dt«:ribed Jn th~ Cettl~r's polfdet 01nd proc~durn 

10 AbUity to crgan&te, nttocott ttrn•. ~nd manaat astload rtQtM&mtr,ts. 

11 RMpf<"t for the valuo, pottnhaf and diRt~lty olstrv•ce p111icfpanb and thefr fftmrli~ 
12 Must be oble to lilt cll!ldr<'rt up to 30 lbS end"' on the noor lor ••••ndod period< 

PHYSICAL ACfiVITIES AND ft(QUI'ItMEHTS OF 'THIS POStllOH (SPit · ~planatory) 

Fraqutnt Sltt)n& r.posure to e;ctremo b"Jht or fnadtqua~e Ughttne '111posure to Cont•mln~nt< 
1-.2 hour~:. day 

-.2·3houno:adoyt 
-3-4hoursnd•v 
__!.Hour~adav 

Stondlna/Stoopfo& 
1~2 huurs a dav 

=2.·31\Qursod.J., 
_l-4hours.,dAV' 
__!. ltOIH. 0 doy 

LlttlnJ 
UHO ibs. 

__ lO.Oibs 

.!._4~601bs. 

_60•1bs 

Wolkina/Nunnln& 

.!._ 1·2 hour• • d.,. 
2·) tlours • di\:J 

=3-41lou<Sodoy 
titJurtiiOay 

hndlna/l'Wislinc 
_l·lhours;~d.,v 

_ 2·3 hours • doys 
_ l-4 hours a dav 

8 Ho..rndov 

-----------------------l·1hl>ur .. doy 
-----------------------1·3 hou•s• d•y• 
------------:------------1"' l>ourso dov ___________ .;:11:,_ __________ Hoursadoy 

_______ .:X"-------l-l hour~ a day 
_______________ 1·3hoursa days 

---------------J·4hours• d•V 

---------------HOUIS"a day 

Pt rformina repttlttvt motJon1 Outdoo~, hpoJtd to Wta,ht r 
___________ ,.!!.. ___________ l -1 houru d>v ~ l-21!ourudoy 

-------------------- - --7·3 hoor<odays ---------------2-3 l>outsadav• 
-----------------------H l>ollr<a doy ______________ J-4 hounodov 
-----------------------lieuts• d1y _______________ Hourndly 

..,. • .,.,_.,~., ........... """"'""MtOIIfitm,r ...... er~ IA,..wttoM&t/c.MIIY~t!O,... «)I' ·J 

-----------..!X!-----------Hl>oUJn~ X 1-lllourndoy 
-----------------------2·3/>ourudov; _______________ 2·l""""'dl's 

---------------------------------------------)A~>•~ ----------------------------J~IIounad~ 
---------------------tioor>• doy --------------tioor>•doy 

-------------------------------------------\~~ · dly 2·1"""". doVs ---------------------------------------------J411ouiJ•dly 

-----------~0~----------"oursad.ty 

-----------------------1-l~ours a day _____________________________________________ 2~~··dl~ 

----------------------~------------------JAhou~aday 
----------------------~0~-------------------Hou~oday 

-----------------------AWrov•ID•Ie: 

----------------------- APflrO\l~l[)tre• 

---------------H"-<•dov _______________ 1·1~ndor> 
_______ _.: _______ 3~~·~ 

----------------------------"~·~ 

---------------l·lf'IOurn.uv 
_______________ 2·31>oursodov• 

---------------l .. l>oUIJid•y 
--------------Ho.~tJ004y 



Easter Seals Central Texas 
Position Description 

PoJitJon Description - hrt C -and hrfonn•nte Evar·u:~tJon ~rm 

"""'"' •-mte: ~ c-diiWitor 
Spedfk PtrfoM\It'!Ct Ol!ttdWtt- •tsu1 fNt tolA (n.c..l ,.~., rh•t ,otitlo" cfncrlptb't o• petfotrnantt cva...,..lan t1 roc) 

btlv~du:•l Go.h (Wtl WftiUhtU 1S H'fth of r~ Mltrtl) 

ftM """'a·•""<al" 1 hour~ chtld per mOMh (actual performaO'Cl'= I 
Transition Tltll<lllnH· I~ taauol perfCI'monc~· ) 

Eel conlr.lct atto•nment ol ~S day Umt10nt 1~ (actual performoncr- ) 
TOCJt 

TeaM GoMi1 (Will 'o" nitute 15 "'f\U ot rewtwcrMe~laJ 

1;'~;:;,,:=:~~';.: ';~·~::l&•rMnl 
Growth In Mlulon: ESCT Tot.'ll Cl~" Stovod I••· p(lor yurl 
..,s" fncreilst- ~ bte'fle,t 
()..4" tf'Jtreue • Skiflltd 
1~" d~uR: Needs tmprovvntnt 
>S'%decrease• Umatlsfac:lorv 
ShOWta.slng Goal: 018Wibt hoW VOU c:onttfbUttd tO e-nh1ndn1 ESq cli,nt .st-Nftes ln fYl4 
Showc:~.1A J ~nmp16 • Lxtelll'lnt 

Show<;ue 2 •gmptes • Sklllod 
511owcase 1 eompht • N~tds lmprO"JtMtlll 
Showt;ne 0 eJ~amplts• UntatisrACtorv 
To!<ll: 

SpttiJic Pufarm•nce Ob/tdhtuTot•l 

E xceiJent 
9().100 

Sllllod 
IIU-ti9 

(Boldthecal<VOf't IUteclabovtlhotlowneu~flt DetfOfmiln(eob)ectlv•• totoll 
Cclmol>tnU: 

My s~tnature be'ow ..e~lles 1 have partltipated tn mv ~luatlon My comments.,.,, 

Employee Slg,..ture 

Roviewer's Namo (Printed) 

Reviewer's Slgnalur~ 

Reviewer's reportlna relationship to employee: 

Insert polntl toM 
olrulndlntl!& 1, ... _ 

l5 

20 

20 

7S 

JIU'trl 9'otM.Sht:rw 

10 

u 

l5 

tOO 

I &old lor <O<r<Ct 6HcroploonJ 

Position Dtt<tlptlon • ''" c 
lnlerlfltl.....,.l""' 
Annuol £•olu>~>on 

III"Mtt .c:t"--' poitou o-wa.:nn "- IM.t «*""' 
Ilia"" 101""' C, ....,..,..,. to. tvolooctonl 

~.DOII\ISOb~dWhPnt..._,-;; 

lmmedt.:ltt Superv,sor 

Dill 



Easter Seals Central Texas 
Position Description 

Polltlon llt&e: 
FlSA St~lUi: 

~~::•:.:•!v'"l:.:"'~'!!""~":!!'·~lon!!.!JSp!<bl!~~·t~-------------:~nt~tlon. ECI 

Apf)tW..ID.lte.. _,D:;o3<.<l=.l;:.4 ___________________ R-.bionD>te; Ol{lS/14 

"'"'- Eutv toter.;entiol'l $,pftl1 ~~ '~' d ft<tfv to tM ftMn SuptMJ.or t'td tt I mttnott of che EO tP'ft Is~ for. proWO•OI dfklpi.lnlf''PI<'ftc. ~~ wrtNn IN 
~of prohmtonal CW't)f;(at~lceru.e 1M EO Pf'CIIr.tm •t»Ctlfdt. <VMS consbte'f't wt.th ~enc:y stand.lrcts tor volurr~. ptOdua.Mty, tt«Wd d«~IHon, qualtty and ch11t 
outcomes.. ,,ntapalts tn lht qc.,.al II/ lmpt0¥11'Mfil ptOtratn ~tNt ftOI Wen ted 10_, Utaut-.on afld Pftor A.eYiew, ~lronrne.nt.V QIIJihyl. M.at.ntai"' tomplttfW:Y llvCW~h 

...,._ -llOn ~ -~~~ ptoOt ..... ><e ... ntlf.od lh the .-.1101 Orl•nk>tlon's OponlloNI Wori< Plan. The ...._, ol ""' poslliotl k 1•odod .... IM 
Orpnlq110n01Sy>lo"" M..,•ol (l!o'odo> >nd ~tiL"""" yc'lfSira<ti!l<l'lln. Clpor>f- WOI\ Pion. o,,..u•t<>nolc.l<-rN'd l .. n>wqo\o)j>O(UtloM lhll>t conduct 
of .Jil pro#eu.oNt ICtMLft. TM oc.cupaf\l k t)pt<'tf'd to ~tl " Jl: fs find l!:noW'edCe MRnbal lot sut<etsful fob performante 

WlllnAlftJNCTIO!IIS AJ\10 I ASIC DUT1lS 

1 AUI!nd •taff mHtlfW'- aeencY •rod tO llltn In wvkfi ~ trA!nln.p. 
2. Complet4t rontlnwlflii411C~fl.on noteNd to ma!nllin CM.Inl.)u~mure and rtftiW ctrt.lfftaiJon/llcenwre 11 nt<At.ury 

l.lJpdfle ~ ftuoun:u on 1'" 1\ttdtd documenll•llon on a rttul;)f ba\k ~' ft"qufled by agenc.v 'itandatdi 
4 Com~r 11•noc:v Mid P'OI'*~ traii'M"I. 
"- ~ealstorwllh the St•t• £IS~.,,.,,., wlthln 30 4kvs ole~nt •nd <OI'Iplelelho So..ff ~ment I« tho purpo•• of dovtloi>m•m ol lholnciMdutl P!Ofu...,.,ol Dovdopmont Plan; 
8. Com;plti~ the Orientation Jo tlrlV CNidtlood fnte:~HitkH\ ptlor ro bfalnnlna dJre<t $•M'~ 
c . COM'IP'flt rtqUirtd rnodulti 4it\CI ~o:A"t;afn CltTI'fO\ljn.~tkl-' \lrt1th df,.,ct StJpel'\ll\or. 

0 Mlnlmvm of one. !'lour or \UPf"rvl~lun p~r wee._ until COmfHth-tf'!tJve SVtletTK of P~ntl 0.-..e.!opme:nt ~CSPOJ i' com~ete. 
S. Attend and pankJpatl fn EO tllm related qiJ~IHy ;uauntnct meeUnsli iAd re¥4ewt tncludlf\& Utlilt.ation l~lew and Pur Rtv1ew. 
6. Mainiatn communturlon thM~ahnur W()ric hDUI'1 wilh thP main office. 
7, 1nUI.alt And mafntiUn cont..ac-1 Wl\h thUdren's pi,Yil(hu'' lOr obtalnln& ~""' vJldalfllQ 1\QW~arv m~k•l 'nfo.rmAllon, 
II.~IY~ol~"' llilt.lllbl!l uf' rilllltly1CU!!Utlto:c.llv•ll! tu~ 
A. Oevolc.p and cf«IIVIH' 1 comprehtnllvcs routlntt·buad servh:r .,.,n pr1manrv In oa prlm:uy '~rv1ce provider mod~, ~~~d 
l\. 4ubt l.wnilio.s tn Cdenc!tyln1 tMfr roullnH, concom.t1 f)riot11lt' And resourc11,1nd 
C. P"trlorm 1nd caordln31t dtlftlopmtnlal IUI$Jn'IOftl41 ilnd 
D. As.sets dtvelopme.m. IDII1tta1nmtnt Jnd ~t'nulrtt needs on 1 Htfodk: b.lsk, artd 
c. fttcv-"'tl uuttomts and )tfllteales baHd on f.;amiTy ct.'lttred choKe 
9. Provldt toUiinu-buot! Spoci•IIJed Ski ill Trolfllnl ono{o< f>mlly tt11nif11. 
1.0. A•11l.l ,nd facl"loltalhR worit ol lt4ITI memMrs, otl'ltf depo~nmentt. 1nd IJtf'ICV ma-ntlt'-'- tn 1ttalnlt!& th-e &Oib .tnd objcteiNe:s olthot PtoarAm •-'d fWC,.'I~J..Jclo" 
ll. Ot~ d\ities as a.urened 
U . Hi'\c;b-.ot1 ur dWtct traln1nt ol "'lfls, dowm•1taHon, bll!lne. compelenci..s .and lheaty as •~rMd. 
1.3, O>ntlnt.:t to lnusi• kno-.rr;lod,at Mid undttst.attdlnt ot £0 policy 1nd proe.dlftl. 
lA. ~ ~~•to mft 10' arw•>tftn& qyaUot\C, ofObltm •Milnl •nd c.ue c.on~g 

MINIMUM QUAUFtCATIOH$/lDUCAnON/ClUiftcATIOfO 10d{or lQIJIVALEHT ll<PEIIIOICE 

M•>to<"SI>'-O<II.xh-•doa<HinChii!IO...""""""'I,PlydlolocyO<fel"od-s.r.tceslieldal'dU<tlli<d(otptftdirlctftfl!col...,).,.,t••tatlyCI!IIdl>ood 
lrlt ..... ..,tton ,,., •• IOtiL\'. r-.,..,..~~ """'",.""'" clllldr...,~nlanabl'/ mold,.,.wlth opeciai....S•. e.llnJU>I"'~ lftl..,•d. 

....................... ____ ... ___ ~_,._ ...... .,..... ............ _ • ._......., .......................... rl_.....-............. _ ....... ........ _..,... ................... _.... .. .__ .. _.._...,..._ ............ , ..... ., .............................. ...., ............ _ __.. ..... ~ ............ ., ......... 
QOOWtEOGE. SJIUS ond AIIUTIU 
• Knowl!!dl<oolndtlalkrNtodtoact•.....,.wcctnMOIIt""""lo<-andl...-wett~~od.,_pr!llnt.llm.l!lnd/or-•olollnaroiJli-·-P'Imr;....no-.-. 

• Dt-m.onJtr•te iDdiCV to \llf'O(II ~rtv.trw'llh o lhef empiOyeft, d.nb ~d ~r bm ·~ Jnd other ~of the Center. 
• ~monstnle abilly to U)l'ftmU"I(~t efff'ctM-IY. wefMl'V N in wr•1lr\&. *'*"" cuucmen. ~. co-worbn Ollnd Svt~'t~ 
• w..tlr>tl<c>endeotttv ona .... aood ludi,.... 
• M1lnt,a"" comhtt'nC'f'41rtth .tdmlntur;uM and dtpanment.al poklfl thmu&h approprfiltt.- beha"'or, dras.~ llttttude, auencbru:e, co®dltlt~. p.rofe~lliliTI.nd f'IU•b.-lty 
• K""'"'odao :Jn4 ,.. olorow h>ndlto\ltochntqu., 
• Computer lmowleod&f fnQUdiol word ProttlSifl& 
• k'nowl•ct&• about lfi"'"Y 1~Ntcel. ptopanu • .,otlc:Ht• tnd Uand¥ds.. 
• Adtlertl to stfe!tV1 Mahh and rt:1ut11orv rtq\l~rtmtfllllt diKCI'tbad ln the Center'• polldes and procedltrel. 
• AOtllttf 10 or&;~l\h_Q, allocate tlm~, and m•Ntt Utfilto•d t(lqoiN!menb . 
.. R.espect for ll'u! Wilut. poltnlltllnd cil&nlty of servlc_. SW1IciS)ants and ttlt'lf filmiUts 
• Must ae able to fiN, c-l'ltldrtn up to lO lbl 1nd 'Jit on the ROCN' ror e>.tended pt:f1Qd5, 



Easter Seals Central Texas 
Position Description 

'"-ntSfttln& 
_l·lhouBad'J't 
_Z-J ho<"> I oRVI 

l4houn•d.av 
~1-.ad;rj 

lJiposurt to txttttM br'Citt or lnedequate IICht~C 

-------------------------------------------'·l~.d~ 
-------------------------------------------2-lhouno d~s 
--------------------=--------------------~~·d;rj 
--------------------~0~------------------~·ot.v 

&posvr• tu COnttm;ni"U: 

------------~X~------------'~hounod~ 
---------------------------- 1-l ""'"'. ,q,_ 
----------------------------14hourtld~ 

----------------------------'W.••ot.v 
Outdoors., &paMd to Wr11ttM1" St~ndln&/Stooplrc 

_ 1·2 hOun a d:av 
Z-lhou!11~ 

=~hou,..od;rj 
~IIOIIIUoRY 

---------------------=•:...... ___________________ 1-1 ~ • d'ly X a l hours a CfV 

----------------------------------------- l-3~•·~ __________________________ l-lhourta~ 
-------------------------------------------l-4 hour-. • d;rj H hourn doy 
-------------------------------------------H~>d>y ~loRy 

llftl•• 
111-ZDitn 
70-401tn. x •o.&olb$. 

_60•1bs. 

, .,_..,_,11....,... ... ~c;.-.,,_.~,,..,...,~l ~toHai!CaW1...-f'IOf• •IJf -1 
---------------------=X:...... ___________________ I~ hout< o d~ X l-2 houru day 

--------------------------------------------'-)hour-. • ~ ---------------------------- H houru d•'l' -------------------------------------------3-4 ho!PS • day ._.""""a day 
-------------------------------------------HoutJ 01 day ttot.tn a day 

Walkl"&/Run"'"' 
!_1·21-10\lf1.:tdav 

2-l hours • da't) = 3-4 hours a day 
_Hours01day 

AMir'ltti"&/TwlUln& 

_J·Zhoursad~y 
2-3 hour\ a davs 
).JI hours 01 d.w 

8 Hoursac:tay 

-------------------------------------------i-2 houn • do¥ 
-------------------------------------------2·3 hours a d,ns 
--------------------~~-------------------l~ho~s•d•y 

--------------------~-------------------•~n•d;rj 

-------------------------------------------'·1 houn a day 
-------------------------------------------~-lhounadays 
------------------------------------------l-4 hours 1 day --------------------=D:...... ___________________ Ho<rrs • d~ 

-----------------------------------------~~~ Ooto: 

--------------------------------------------.. JI Olt• 

----------------------------'~hounaot.v ----------------------------l J '-" uavo 
------------~·~------------'~"""""®y __________________________ Hn~•d;rj 

---------------------------- l•l hours a day 
---------------------------~·3 hours • doys ----------------------------3-• hours • day 
---------------------------liours a d:.v 

'ol4tlon Oesalption .. P~rl C J:nd Petfotmatlce Ev~ultio'l Form 

to-.1'!10'\ T•clr-. !MfrW.t't'V~SMcWt" _<_..,..,.._, n...tYoorlOIAIIItcAI .......... ron- --b forl - .... .. 
t~GNh (Wil<orultll.ttc JSpoJnuof,.._<m_.• i 

Planned to C>el·-.<td Servi<H· 8S" or &rNttt (actual• "I 

Del.vertd Strv•ce Houu- SO" of hours WOfl<td ••• contxt wit/1 ,..,..,les/d!•ldreo artu<JI ~ " 
ECI contract otta.nmont of •s day """'liM· 100% of cNidten onrolltd In 45 days actual~ '! 

To~: 

l'ellmGo;k! (Witt eonnUutelSpoi.nu af,..rtwtrStel't•) 

Cirowttlln Mar1ln: l OS 8~t!t Mlrt-11-.ment 
e.scr Net tncome m~ets FV 14 Buda;et 
Growth In Mlj,a.lOn: ESCT Total a .. nts Scrwd (YI. ptlor yur} >5% 
inc.rean • E!«:ttl t nl ~lliioo"tast• 
Sklllod l-4•dt<n!•.M .. Hftds 
!mpro¥trr•ent >"' decrta~ ._ UI'IQttsrac:tory 
Showca~lnw Goal: Ot«'rlbe how vou contributed to enh1ndn1 UCT dlent se-rvices )n fYU 
Showcoue l txampJos • bec~lent Showcastl 
o.nmpJt.s. ~ Sklll•d ShoWtne .1 ei{Mnple ~ 

HHdS lmpt"O\Itmtnt ~howc-.ast 0 e..amp.les .. Unsatishctaty 

rCU~. 

Speclllc Perfomtiln<e Objec1~¥n foc.l 

E .ullt11t Sl<llled 

~100 -(Bold the CIIII"'V lbtod 1-l~ot Is..,. l S \PI(llk llfff"""'I1U OO,.C-101llll 
t4mmeftts': 
f~ owt11l pttformanct c..ortUTI4rf\ll.,_. 

Otydopmcnttl Hlf'CSt f!!d pfinlftr f(dOfmtrKI O!xckNatncrt trtd/ot lmormmtnl 
I Moen dewDPIMfttll reeds .af'd pbM kw pwfotm;IMe ~l't'Wn' lrtd/« lmpnwemeM here. 

Mv sigl\;;ture btlow ve:hfles I have panklpiltcd In mv eviluitUon. My comments .1re! 

Reviewer's Namo (Prlntod) 

Reviewers Sranature 

Reviewer's regorttn1 flli1tlon1h!o to ~moloye_e~ 

lnM1t pelftU roM 
~kitH• 
! ........ 

zo 

35 

lO 

15 
IIUoiU't1'ot~ Polna 

~-

10 

15 

1S 

100 

N-
lmpto\lf tne.nT 

70-79 

(Betel lor <om<l dtS<rlpr""') 

Polltloo Dowipllon • 'llr1 C 
lrlterfm h•1wttO!'l 
AMwiiY•IWIIOn 
_,..,......,.., .. .-r • .,.,,_, ... ,. 
lor,_, C, COtftPMN fot &tluWM) 

tMrtt.-oiflt)O~t"tdw._.tt\llfl~l 

"'""'~U.SI~ctory 

69&-

Oatt 

Dale 



Easter Seals Central Texas 
Physical Therapist/Rehab Team lead 

P<Mition Title: 
FLSA Status~ 
Approval Date: 

Reports to: 

Physical Theraoist Dept: 
Exempt Classification: 
September 11. 2013 Revision Date: 

Dfrector, Therapeutic Services Credential: 
PTA fwhen appllcablej,Rehab Service Coordinator, front Desk Clerk, Rehab 
Coordiuatur, PRN nr~rapi>lS, AucJiulug"l 

CORP 
Professional 
August ll, 2013 

licensed in Texas at Pf 

Provides discipline specific services Within the scope of state license, professional certlffcatlon and Rehab program standards and provides direct services consistent with agency 
standards for volume, productivity, record documentation, quality, and client outcomes Specific operational priorities are Identified In the annual Organrtation's Operational Work 
Plan. The occvpant of this position is guided by the Organizational Systems Manual (policies and procedures), multi-year Strategic Plan, Opefational Work Plan, Organizational Cllendar 
and teamwork expectation< In the conduct of all professional activities. The occupunt is expected to maintain skills and knowledge essential for successful job performance. 

ESSENTIAL FUNCTIONS 1\NO IIASIC OIJTIES 

Parllclputes In the quality Improvement program (Including, but not limited to, UtlllzatiOfl and Peer Review, Health and Safety, Credential and Certification Currency, Continuing Education. and 
1 Training and Special Studies) 
2 Knowledge and adherence to administrative, human resource and business standards and procedures of the agency; 
3 Maintaining competency throush continuing education; 
4 Participates In fundralslng, marketfng, and business development: 

Perform clinical duties including evaluating and treating clients salelv ~nd effectively. 
a. Basic-Advanced knowledge of normal development. 
b, Baslc-AdVllnced knowledge and understandl11g of evaluating areas as stated In Easter Seals-Central Te~as Physlca( Therapy Evaluation form. 
c. Basic-Advanced knowledge of standardized evaluations used In pediatric popUlation (Peabody, Brufnlncks, etc) ~swell as general adult evaluations. 
d.lmerpretatlon of results ofasses.sment. 
e. Thorough ~nowledge of principles, methods, materials and ~quipment \/sed In physical therapy. 
f. T~orough knowledge oft~e possible haurds to clients during treatment and necessary precautionary and remedial measures. 

5 g. Ability to establish and maintain effettive working relationships with dients and famNies to maximize therapeutic gains, 

6 Set functional and measurable goals based on evaluation, observation, famlly/dient &oals and physician orders, 
7 Wor'< with team to develop a plan of care consistent with client •nd family's needs aod goals as well as wit!> therapeutic needr;.. 
8 Attend staff meetings. 

M;aintain cas.P. mc-.orci<1 cnmpiPte rP.pnrt~ ""d rl;aity nntP< ln a tlmely rT1illnner ;~s <pedfiRd In the procedural jUidellnes. 

a. <valuations completed within 72 hours/ 3 business days and revaluations within 5 business days. 
b. D"IV documenrntlon completed 1n IIIToely monner. 
c. Dally documentation completed In SOAP note forma~. 
d. Document family ~dUCiltion and home programming as It occurs. 
e, Re·evaluations completed every 6 months. 
f_ Update plan of care every month 

9 
g. Perform FunCtional Assessment upon initial cvaluatior. every 6 monlhs thereafter, ard at discharge. 

10 Prepare dient certlllcatlons (HCFI\ 700 and Medicaid TP-1) and re-certifitatlons (HCFA 701 and Medicaid TP-2). 
U Complete superbills and turn In to receptionist iollowing each treatment session. 
12 Make referrals and create linkages for transition services and follow up and to enhance current tllerapeutic program. 
13 Basrc knowledge of third,party reimbursement qualifications or procedurenequlred by contracting a~:encies. 

14 
Maintain liaison With oUter ctcpartments within the agency as well as with individuals outside of agency (ex. Teachers, school therapists, physidao, case manager, etc.). 

lS Assure ava11ablllty of supplies and equipment. 
16 Maintain a safe environment for rehabilitation clients and staff. 
17 Provide therapy services within qualitative and quantitative standards of the agency. 
18 Present ln·service tra1nlng on topics within his/her own discipline or area of expertl~c. 
19 Provide resource Information to staff members and famllies. 
20 Assist and facilitate the work of team members, other departments, and agency managurs In attaining the goals and objectives of the org~nllatiOn. 
21 Supervision of PTA (If assigned). 
22 Adhere to and comply with safety polities and procedures 
23 Provide clinical leadership licensed clinicians. 

24 Maintained compliance wlth, policies, stanctards and procedures consistent with accreditation, certification, practice standards, and regul~tory requirements. 

25 
In partnership with the Director, Therapeutic Servlces, responsible ior dav to dav operations and program administration consistent wlth environmental policies and standards. 

Supervision, development, and evaluation of staff performance consistent wlth agency policies, business plan priority objectiVes, and Individualized, annual performance targets. 
26 Conduct monthlv performance conversations 
27 Responsible for coordination of personnel coverage as needed for program. 

28 
Assisting with compliance with regulatory requirements and contract specifications thrOIJgh program monrtoring, data collection and analysis, and program evaluation. 

29 Ot~er duties as assigned, including student Intern supervision and training. 

MINIMUM O.UIIliFICATIONS/EDUCATION/CERTIFICATION and/or EQUIVALENT EXI'ERIEI\ICE 

Bachelor's or Master'~ or Ooctmal degree in Physical 'Therapy £rom nn APTA certified schonl, current Texas license in physical therapy, prefer background in 
pediatrks. Bilingual in Spanish preferred. 

11.1ust be a licensed therapist In Te~C<~s. Bachelor's degree in a related field (e.g., education, sociology, social services, or liberal arts} and two year full-time experience performing 
supervisory duties in a related field (two years may be substituted for one year of college With eight years experience being equivalent to a college degree). 

flitkiiOilriptiP~rt :a!Nmtltd \olo "'-IIWtf l]w: ldioocl:et4ft•'b _,.,; ... \.,oh"r._.u,,«<llr.bdJ:! MJWI't'4 ~r~~~ fldill~tJ~~tlrrlb tiW.,..A ... Ioil-tl~~tcol&fniW u~tbt(..-... t tll•..,....tJII th.,l""' • 4 nt;-16\l.wtJi:kt tilf ._, ""'fhflllt p!)loldofi.S.II iW lf l,f IM+t-ffllmdtd WWI 
lilt liH I'IJ Ill., fi!IQII/f) ttwfi~tt•l lltt116.'UIIM\IM l .. llJt1 .... ..._, .. ~~~·_.,..rnlflw•mrk !!fl'11tl*l7"" lll .. l't Wjfri"\WIIII! llw~t\~jwt.!ltfhoo .... ~pg--\:U!UW.~hlll~ .,_.~, ..... ~ ...... U"'f"tfd"r~I'IOI ft<it!fiAWr"<l lh1lllf<fodMrfiil.t ldnJutk-.d<lrGimMt1. 

KNOWl(DGE, SKillS and ABiliTIES 
1 Knowledge and skills related to achieving successful outcomes for persons at risk of, or with developmental and/or rehabilitative challenges. 
2 Supervisory and management skllls. 
3 Ability to commuoic•teeffectively, verbally and in wr'itiog, internally ~nci in tf\e e.llternal environment. 
4 Work ind~endently and use good judgment. 



Easter Seals Central Texas 
Physical Therapist/Rehab Team lead 

S Demonstrate Tnltlatlve and imaglnatlon. 
6 Demonstrated ability to Implement quality assurance and Improvement processes. 
7 Ability to manage time and resources within project timellnes. 
8 Ability to multi-task. 
9 Respect for the value, potential and dignity of service participants and their families. 

10 Knowledge and skills related to the supervision of personnel 

PHYSICAl ACTIVmES AND REO.UIREMENTS OF THIS POSITION (Self- e•plonotory] 

Frequent Sitting 
__ 1-2 hours a day 
__ 2-3 hours a days 
__ 3-4 hours a day 

_.Q. Hours a day 

Standlng/Stooping 
1-2 hours a day = 2-3 hours a days 
3-4 hours a day 

_a_ Hours a day 

Uftl n& 
__ 10-20 lbs. 

20-40 lbs. 
-X-40-60 lbs. 
__ 60+1bs. 

Walking/Running 
_X_l-2 hours a day 

2·3 hours a days 
__ 3-4 hours a day 

Hours a day 

Bending/Twisting 
_X_l-2 hours a day 

2-3 hours a days 
__ 3-4 nour~ 3 day 

8 Hours a day 

VIce PNlSident, HR & Admin. 

Exposure to extreme bright or inadequate llghtlnc 

--------------------------------------------------~2hoursaday 
--------------------------------------------------2-3hoorsadays 
--------------------------------------------------3-4hoursaday 
------------------------~0~-----------------------Hoursaday 

PerfOrming repetlt.lve motions 

--------------------------------------------------1·2hou~aday 
- -----------------------------------------------2-3 hours a days 
- ------------------------------------------------3-4 lloursa day 
-----------------------------------------------------Hours a day 

F4"1l't Ou tHIIII (\t, Kartdlt, control, Of ful Ob}l"c.tt, Toob, or controls) 

------------------------~X~-----------------------1·2 hoursaday 
-------------------------------------------------2-3 hours a days 
--------------------------------------------------3-4hoursaday 
-----------------------------------------------------Hours a day 

bposure to He11ltht1re 81o-hazards (te., dl.seas~ •tllna.s) 

--------------------------------------------------l~hoursaday 
-------------------------------------------------2-3 hours a days 
------------------------~------------------------34hoursaday 
------------------------~0~-----------------------Hoursaday 

1·2 hours a day -----------------------------------------------------2-3 hoors a days 

------------------ ------------3-4 hours~ day 
------------------------~0~-----------------------Hoursaday 

Approval Date: 

I have received and reviewed thls position description~ 

PosWo~ Occupan~ Approval Date: 

Exposure to Contaminants 

---------------'x"---------------1·2 hours a dav 
--------------------------------2-3 hours a days 
---------------------------------34 hours a day 
-------------------------------Hours a day 

Outdoors, Exposed to Weathl!r 

----------------'x"---------------1·2 hours a day 
-------------------------------2·3 hours a days 
---------------------------------3·4 hours a day 
---------------------------------Hours a day 

b posure to Hot/COld Tompr.(90 h· or 3'1 F ·) 

X 1·2 hours a day 
-----------------"-----------------2-3 hours a days 

-------------------------------3-4 hours a day 
---------------------------------Hours a day 

KneeUnc. Crouch1nr, Stoopin-L or Crawlin& 

-------------------------------1·2 hours a day 
-------------------------------2~hoursadays 
_________________ x::._ _______________ 3·4 hours a day 

---------------------------------Hour~ a day 

Additional Factors · enter here 
1·2 hours a day -------------------------------2-3 hours o days 

_________ _______ 3-4 nours a day 

-------------------------------Hours a day 
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Physical Therapist/Rehab Team lead 

D,l,.lll~v.l•'f!<=:U 

Position Description - Part C ancl Performance Evaluation Farm 

Name: Brittany Stager-PT 
l'a!illon Title: Physical Therapist CORP 
Specific Perfom1once ObJectives- Fiscal Year zou [FI•ul year that position description or performance evaluation Is for} 

Individual Goals (Will constitute BD" of review criteria) 

Documentation ofT raining/Education for family/client 70% 

nmellne~ of documentation and supports billing 95% 

Monthly average for number of appointments per week Is 196 for the clinic with a 
productivity rate of75% Individually by August31 

Evaluations and Reevaluations completed on time 95% 

Panicipauon 1n one tundra,sfng ar)d one relationship event per year 
100% 
Functional Assessments performed at Intake, reevat and discharge per agency standards 
95% 
Progress notes reflect goals stated in POC monthly and functional assessment progress as 
acolicable 90% 
Discussion/review of POC's with client/family documented In progress notes every 60 days 

Total: 

Individual Goals fWIII constitute 15" of review crlterlol 

Revenue : or> than budget in Rehab 
EJ!per)ses for Rehab =<than budget 

Rehab metrfcs and outcomes to meet business plan standards 
Reduce staff turnover by 50% from FY 13 
Total: 
r .. m Goal.: (Will constitute 5% of revlt!W crtterta) 
ESCT Gross Revenue meets FY 13 Budget 
ESCT Net Income meets FY 13 Budget 
ESCTTurnover Reduction from prior year 

$pecl0c Perlonnance Objectives Total 

Spedflc Performonc:e Objectlllt!5 ToUt I 

1 e 
80·89 

[Bold the category listed ~bclve th~l i's same as specific performance obJectives total) 
Comments: 

Insert Olll)r all performance comments here. 

• 

Developmental Needs and Plan5 for Performance Development and/or Improvement 
Insert developmental needs and plans for performance development and/or improvement here. 

My slgnattJre below verifies I have partldpated In my evaluation. My comments are: 

Employee Signature 

Reviewer's Name (Printed) 

Reviewer's Signature 

Insert percen~ge to be 
obtained In this column 

5% 

9% 

17% 

13% 

9% 

9% 

9~ 

9% 

80% 

l(lsert p.ercentaae to be 
obtained In this column 

3% 

7% 

5% 

15% 
Insert% of Total h~re 

1% 
2% 
2% 

5% 
100% 

(Put a capital X for correct description} 
Po~tlan Description- Part C 
Interim Evaluation 
Annual Evaluation 

Insert actual obtained pereenrnse ln this column 
I Blank for Part C. completed for Evaluadonl 

0% 

Insert actual obtllned percent~a:e In this column 
(Bionk for Part C, completed for FvaluotionJ 

0% 
tn.scn% Obtained whCi'! re\liewing 

0% 

Date 

Oate 

Date 



Position Title: Audiologist 

FLSA Status/Classification: Exempt 
Approved: 8/11 

Easter Seals Central Texas 
POSITION DESCRIPTION 

Name: 

Department: CORl' 

Credential: Licensed in Texas and CCC-A 
Last Revised: 8/11 

POSITION REPORTS TO: Vice President Children's and Family Services 
POSmONS SUPERVISED: Audiology Interns 

POSITION PURPOSE 
To provide audiology services to clients of the agency to include hearing assessments, testing, h earing aid 
dispensing, and repair. Specific operational priorities are identified in the annual Organization's Operational Work 
Plan. The occupant of this position is guided by the Organizational Systems Manual (policies and procedures), 
multi-year Strategic Plan, Operational Work Plan, Organizational Calendar and teamwork expectations in the 
conduct of all professional activities. The occupant is expected to maintain skills and knowledge essential for 
successful job performance. 

ESSENTIAL FUNCTIONS AND BASIC DUTIES 

1. Provides discipline specific services within the scope of state license, professional certification and CORP 
program standards 

2. Provides direct services consistent with agency standards for record documentationf quality, and client outcomes 
3. Participates in the quality improvement program 
4. Maintains competency through continuing education 
5. Participates in fm1draising, marketing, and business development 
6. Develops and coordinates adminislTative components of the Audiology Program including program description 

and standards. 
7. Performs all diagnostic audiology assessments, prepares service plans, and assesses therapeutic improvement 

and goal attainments. 
8. Manages all aspects of the hearing aid dispensary program. 
9. Maintains reports, case records, computer charges, and computer notes in a timely manner as specified in the 

departmental policy and procedure manual. 
I 0. Assesses equipment/ supply n eeds and performs routine budget analysis for the department. 
II . Reviews, revises, and updates all audiological procedures and required forms for the policy and procedure 

manuals. 
12. Develops and implements with consultation from Marketing Coordinator, marketing plans for audiology 

services. 
13. Assists in the preparation of grants and contracts for audiology. 
As assigned: 
1. Outreach activities 
2. Marketing and/health fairs. 
3. Administrative duties. 

MINIMUM QUALIFICATIONS EDUCATION/CERTIFICATION and/or EQUIVALENT EXPERIENCE: [SELF 
EXPLANATORY- EXAMPLE: MS or MA from an accredited college with major course in Audiology. Current 
Texas Licensure in audiology and hearing aid dispensing. AHSA Certification. Minimum of 3 years of experience in 
diagnostic audiology. Working knowledge of sign language and Spanish (preferred) Ex1Jerience in case 
management, pediatrics and work with families; Skill in supervision/ teacl1ing. 

Thig tlescription is intended lo indicate the kin(ls of tasks and levels or work diHiculty required or the position given this title and shall not be construed us declaring whil llhe 
s r>eci!it duties and responsibilities ohny t>articular position shall be. It is not intended to limit or in t~ny way modify the right or managemen t 10 assign, direct nnd control the 
work or emolovees under suocrvision. The listioe of d uties and ri'!IIJ<Insibiliries shall not be he.ld to e.xcludc other eludes not mentioned that are M simil~r kind or l•vel of 



• Knowledge of disabilities found in children, and adults, and knowledge of families challenged by developmental 
risk and/ or disabilities. 

• Ability to work cooperatively with other employees, clients and their families, and other customers of the Center. 
• Ability to communicate effectively, verbally and in writing, with customers, suppliers, co-workers and 

supervisors. 
• Ability to work independently and use good judgment. 
• Ability to adhere to administrative and departmental policies through appropriate behavior, dress, attitude, 

attendance, confidentiality, professionalism, and reliability. 
• Knowledge and use of proper handling techniques. 
• Computer knowledge including word processing and spreadsheets. 
• Ability to adhere to safety, health, and regulatory requirements as described in the agency's policies and 

procedures. 
• Ability to organize, allocate time, and manage a caseload. 
• Ability to respect the value, potential, and dignity of service participants and their families. 

PHYSICAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION 
0Frequent Sitting Standing and Stooping Bending or Twisting the Body 
01-2 hours a day [8] 1-2hours a day ~ 1-2 hours a day 
0 2-3 hours a day 02-3 hou rs a day 02-3 hours a day 
X3-4 hours a day 03-4 hours a day 03-4 hours a day 
_ 6-8_ hours a day __ hours a day __ hours a day 

Lifting 
18]10-20 lbs 
020-40 lbs 
040-60 lbs 
0 60-_lbs 

Performing Repetitive Motions 
01-2 hours a day 01-2 hours a day 

02-3 hours a day 
03-4 hours a day 
_ _ hours a day 

Kneeling, Crouching, Stooping, or Crawling 
X 1-2 hours a day 
02-3 hours a day 
0 3-4 hours a day 
_ _ hours a day 

02-3 hours a day 
181 3-4 hours a day 
__ hours a day 

Walking and Running 
X 1-2 hours a day 
02-3 hours a day 
0 3-4 hours a day 
__ hours a day 

Exposure to Sounds, Noise Levels That are Distracting or Uncomfortable 

X 1-2hours a day 
02-3 hours a day 
0 3-4 hours a day 
__ hours a day 

Exposure to extreme bright or inadequate lighting Exposure to Contaminants 
N/A 
01-2 hours a day 
02-3 hours a day 
0 3-4 hours a day 
__ hours a day 

Finger Dexterity (ie. Handle, Control, or Feel Objects, Tools, or Controls) 
01 ~2 hours a day 
02-.3 hours a day 
18]3-4 hours a day 
__ hours a day 

President/CEO _______________ _ 

I have received and reviewed this position description. 

Position Occupant. ________ _______ _ 

Outdoors, Exposed to Weather 
01-2 hours a day 
02-3 hours a day 
0 3-4 hours a day 
__ hours a day 

Exposure to Hot/Cold Temperatures 
NA(above 90 F degrees) or (below 32 F degrees) 
01-2 hours a day 
02-3 hours a day 
0 3-4 hours a day 
__ hours a day 

Exposure to Healthcare Bio-hazards 
(ie., disease and illness 
01-2 hours a day 
02-3 hours a day 
X 3-4 hours a day 
_ _ hours a day 

Approval Date ___ _ _ 

Approval Date,_ ___ _ 



Position Description - Part C 
Audiologist 

Specific Performance Objectives- 2011-2012 60% of Total Obtained 
(WUI constitute 60% of review criteria) 

Insert percentage to 
be obtained here 

Audiology gross revenue of 14,000.00 month on average 50% 

Documentation supports billing and is complete and accurate 
95% of the time 20% 

A v number of clients seen weekly 12 20% 

Offering 2 community outreach hearing screens in the Austin 
Area for school age children to cultivate Medicaid and CHJP 
clients 10% 

Total: 100% 

Critical Performance Factors (Rating 1-5) (Will constitute 30% of review criteria} 

______ 1. Deadlines (Internal & External) 
_______ .2. Compliance with ESCT Policies & Procedures 
______ .....:3. Compliance with Safety Standards 

General Performance Factors {Rating l..sl (Will constitute 10% of review criteria) 

_ ______ 1. Quality of work 
_ _______ 2. Knowledge 
______ _ .3. Judgment and problem solving 
_______ 4. Professionalism 
___ ____ .5. Oral and written communications 
___ ____ 6. Colleague relations/teamwork 
_______ 7. Dependability 

------.....:8, Initiative/Drive 
_______ 9. Time Management 
_______ 10. Attendance and Punctuality 

I have received and reviewed these performance objectives 

Position Occupant------------ - Approval Date - --- - · 

Supervisor Approval Date ___ _ 

Developmental Activities: 
Learning about other hearing aid manufacturers beyond Phonak and Oticon. 
To take continuing education course on increasing audio visibility to generate clients. 

Insert actual obtained 
percentage here 



Program Budget 

Section 0650 
Program Budget and Narrative 

Applicant must input all proposed budget line items per ihe applicable Life Continuum 
categories. 

• ALL LINE ITEM AMOUNTS MUST BE WHOLE DOLLARS ONLY. 

• The dollar amount requested in your Application's Program Budget and Narrative must 
reflect a twelve (12) month amount of funding. 

• The dollar amount requested in your Application's Program Budget and Narrative must 
be budgeted under one or more of the Life Continuwn categories (Early Childhood, 
Youth, Adults & Families, Seniors & Persons with Disabilities). 

• The Personnel line item includes Salaries plus Benefits (combined). 

• General Operating Expenses: Include for this line item all operating expenses which are 
NOT included in any other lu1e item). Examples are any Travel/ Training/ Conferences 
WITHfN Travis County, Insurance/Bonding, Audit expenses, equipment costing $5,000 
or less, general office supplies, rent; utilities, telecommunications, postage, etc. 

• Consultants/Contractuals: Applicants shall combine all proposed amounts into one line 
item, but shall provide separate details for each relevant item in the Program 
Subcontractors form. Only consultant/contractual expenses for direct client services are 
to be included here; other consultant/contractual services should be included in General 
Operating Expenses. 

• Direct Assistance to Clients includes rent, mortgage, utilities, or transportation costs, etc. 

• "Amount Funded by ALL OTHER Sources" is the ba1ance of funding from all sour"Ces 
other than the City of Austin. 

• "Total Budget" is the sum of all funding sources, which is the entire cost of the program. 

• Calculate and check all subtotals and totals, including the percentages by funding source 
at the bottom, and ensure all line item amounts, subtotals, and totals are in WHOLE 
DOLLARS. 

Seclion 0650 - Program Budge! and Nan:alive Page I of4 



Program's 
Line Item Budget 

l. Salaries plus Benefits 

A. Subtotals: 
PERSONNEL 

2. General Operating 
Expenses 

3. Consultants/ Conb·actuals 

4. Staff Travel- Out of 
Travis Coun!Y 

5. Conferences/Seminars -
Out of Travis Coun!Y 

8. Subtotals: 
OPERATING EXPENSES 

6. Food/Beverage for Clients 

7. Financial Assistance for 
Clients 

8. Other (specijj) 

C. Subtotals: DIRECT 
ASSISTANCE 

9. Capital Outlay 

D. Subtotals: CAPITAL 
OUTLAY 

GRAND TOTALS (A+ B + 
C+D) 
PERCENT SHARE of Total 

for Funding Sources: 

EARLY 

Section 0650 
Program Budget and Narrative 

ADULTS& SENIORS & 
PERSONS WITH CHILDHOOD YOUTH FAMILIES DlSABlLITJES Amount Amount Amount Amou nt 

PERSONNEL 

809,278 

809,278 

OPERATING EXPENSES 

DIRECT ASSISTANCE for PROGRAM CLIENTS 

CAPJT AL OUTLAY (with per Unit Cost over $51000/unit} 

TOTALS 

809278 

0/o % % 100% 

Section 0650- Progrum Budget and Narrative 

Amount TOTAL 
Funded by Budget 

ALL (ALL 
OTHER funding 
Sources source~_ 

809,278 

809,278 

809,278 

0/o 100% 

Page 2 of4 



Section 0650 
Program Budget and Narrative 

Program Subcontractors 

SUBCONTRACTOR #1 

Name of Subcontractor 

Term of Subcontract (mml dd/yyyy) Start date: End date: 

Services to be Subcontracted 

Number of Clients to be Served 
(if applicable) 

Dollar Amounts by Funding Source: 

CITY of AUSTIN amount I ~LL OTHER Sources amount I ~OTAL 
$ 

SUBCONTRACTOR #2 

Name of Subcontractor 

Term of Subcontract (mm/ddlyyyy) Start date: End date: 

Services to be Subcontracted 

Number of Clients to be Served 
(if applicable) 

Dollar Amounts by Funding Source: 

CITY of AUSTIN amount ALL OTHER Sources amount TOTAL 
$ $ $ 

SUBCONTRACTOR #3 

Name of Subcontractor 

Term of Subcontract (mmlddlyyyy) Start date: End date: 

Services to be Subcontracted 

Number of Clients to be Served 
(if applicable) 

Dollar Amounts by Funding Source: 

CITY of AUSTIN amount ALL OTHER Sources amount TOTAL 
$ $ $ 

(Jfneededfor additional subcontracts, copy blocks above to a new page and re-number them accordingly) 

Section 0650 - Program Budget and Narrative Page3 of4 



Section 0650 
Program Budget and Narrative 

Program Budget Narrative 
Add details to describe the proposed City expenses from your Program Budget form. 
Explanations for the "Other Sources" line items are not required. 

PERSONNEL NARRATIVE/ Descriptions 

t . Salaries and Benefits 
809,278 

OPERATING EXPENSES 

2. General Operating Expenses 

3. Consultants/ Contractuals 

4. Staff Travel -OUT of Travis 
Count~ 

5. Conferences/Scm ina rs/ 
Training- OUT of Travis 
County 

DlRECT ASSISTANCE 

6. Food/Beverage for Clients 

7. Financial Assistance for Clients 

8. Other Direct Assistance 
(must specify) 

GAPITAL OUTLA V 

9. Cauital Outlay (must specify) 

Section 0650 - Program Budget and Narrative Page 4 of4 



Section 0655 
Program Funding Summary 

ln last column, insert the twelve (12) month funding amount for your proposed program into the 
corresponding cell. Next clearly list all of your other funding sources for this program, with their 
corresponding program periods and amounts. Also ensure that the TotaJ Program Ftmding in the 
botlom right cell is calculated correctly. 

Funding Funding 

F unding Sources Grant/Contract Name 
Period Period Funding 
Start E nd Amount 

(mm/ddlyyy) (mmldd!yyy) 

City of Austin 
SociaJ Services 

10/01/2015 09/30/2016 $809,278 
Contract 

FUNDING AMOUNT TOTAL: $809,278 

Section 0655 -Program Funding Summary Page I of I 



City of Austin Health and Human Services Departm~nt 

P.O. Box 1088 
Aostin, Texas 78767 

September 5, 2013 

Tod Marvin 
President & CEO Executive Director 
Easter Seals-Central Texas, Inc. 
1611 Headway Circle, Building 2 
Austin, TX 78754 

Re: Community Based Resources Contract Desk Review Monitoring Visit 
Easter Seals-Central Texas, Inc. 

Dear Mr. Marvin 

Community Based Resources conducted a monitoring visit of Easter Seals-Central 
Texas, Inc. on the August 8, 2013. The visit included a Financial Review, Performance 
Review, Technical Assistance, and Administration Review of the Safety Net Disabilities 
Solutions and Infrastructure Housing and Employment Services programs for FY 2013. 

During the. review there. were no concerns, recommendations or findings identified. 

We commend you for the work you are doing in the community and pleas~ extend our 
gratitude to the Easter Seal's staff for facilitating the visit. 

If you have any questions or comments regarding this report, please feel free to contact 
Willie Williams at (512) 773-5059. 

Sincerely, 

) J-- P- tv.~ 
Edna Staniszewski, Willie Williams, M.S., L.C.D.C., C.A.S. 
Contract Compliance Associate Liaison/ Contract Manager 

cc: 
Robert Kingham, Manager, Community Based ~esources 



Travis County Health and Human Services & Veterans Service 
P.O. Box 1748, Austin, Texas 78767 
(512) 854-4100 Fax (512) 854-4115 

July 17, 2013 

Email: j.schartz@sbcglobal.net 

Jonas Schwartz, Board President 
Easter Seals Central Texas, Inc. 
1611 Headway Circle #2 
Austin, Texas 78754 

Re: Travis County Monitoring Visit 
Easter Seals Central Texas, Inc. 

Dear Mr. Schwartz: 

Travis County conducted a monitoring visit of the Developmental and Clinical Solutions 
and Employment Programs on May 28, 2013. The visit included an administrative, 
financial , and program performance review of the programs. 

During the review there were no concerns, recommendations or findings identified. 

We commend you for the work you are doing in the community and please extend our 
gratitude to the Easter Seals' staff for facilitating the visit. 

Sincerely, 

San Juana Gonzales 
Contract Compliance Specialist 
H HSNS Finance Division 
512/854-4122 
Sanjuana.Gonzales@co.travis.tx.us 

Cc: Jean Langendorf, Executive Director, ESC 
Sherri Fleming, HHSVS. County Executive. Travis County 
Kathleen Haas. HHSNS Finance Manager 
Doris Edwards. HHSNS Program Lead 

LaDonna Brazell 
Contract Compliance Specialist 
HHS Finance Division 
512/854-7875 
LaDonna.Brazell@co.travis.tx.us 



Section 0835: Non-Resident Bidder Provisions 

company Name Easter Seals Central Texas 

A. Bidder must answer the fol lowing questions In accordance Witn vernon·s Texas Statues aM coaes 
Annotated Governmeht Code 2252.002, as amended: 

Is the Bidder that is making and submitting this Bid a "Resident Bidder'' or a "non-resident Bidder"? 

Answer Resident Bidder 

(1) Texas Resident Bidder- A Bidder whose principle place of business is in Texas and includes a 
Contractor whose ultimate parent company or majority owner has its principal place of business in 
Texas. 

(2) Nonresident Bidder- A Bidder Who is not a Texas Resident Bidder. 

B. If the Bidder id a ''Nonresident Bidder" does the state, in which the Nonresident Bidder's principal place of 
business is located, have a law requiring a Nonresident Bidder of that state to bid a certain amount or 
percentage under the Bid of a Resident Bidder of that state in order for the nonresident Bidder of that state 
to be awarded a Contract on such bid in said state? 

Answer. __________________ ~~--- Which State: _________________ _ 

C. If the answer to Question 8 is ''yes", then what amount or percentage must a Texas Resident Bidder bid 
under the bid price of a Resident Bidder of that state in order to be awarded a Contract on such bid in said 

state? 

Answer. _____________________________________ __ 

Solicitation No. RFP EAD0116 



EASTER SEALS CENTRAL TEXAS 

ORGANIZATIONAL SYSTEMS MANUAL 

 
Department: Management     Effective Date:  September 1, 

1999 

Subject: Volume II.D.2    Policy #:     306 

  Human Resources Policies and Procedures 

  No Tobacco Use Policy 

 
A. Standards 

All Staff and Trainee Positions 

Easter Seals Central Texas maintains a smoke and tobacco free environment.  Smoking and use of tobacco 
products, including chewing tobacco and snuff, are not allowed on any Easter Seals property or in any Easter 
Seals Central Texas’ vehicle.  There are no designated smoking areas inside or on Easter Seals Central Texas 
premises, nor does the organization allow smoking breaks during the workday, i.e., no additional breaks beyond 
those allowed under the break policy may be taken for the purpose of using tobacco or similar products. If 
returning from a meal break during which you have used tobacco or similar products, do not leave cigarette 
butts or other traces of litter or tobacco use on the ground or anywhere else. Dispose of any litter properly in the 
receptacles provided for that purpose. 

Employees may not have the smell of tobacco smoke about their persons during work hours or while on 
company business. In general, employees should not use or consume any substance, the effects or traces of 
which could interfere with the employee’s presentation of a clean and professional appearance to clients and the 
public in general. 

Please remember to conform to the smoking or tobacco use policies of our clients when working at a client's 
site. 

All employees are expected to abide by this policy in all respects while at work, whether on company premises, 
at a customer's site, or while in transit between work locations or assignments, as well as while the employee is 
off duty, if the employee is on company premises or in vehicles owned, leased, or rented by the company.  

The City of Austin smoking ordinance and Texas Department of Health guidelines prohibit smoking within 15 
feet of buildings, and smoking is not allowed in the sight of children.  Because Easter Seals Central Texas may 
be subject to civil or criminal penalties for violations of applicable no-smoking laws, strict adherence to this 
policy is mandatory.  Employees violating this policy may be subject to disciplinary action up to and possibly 
including termination. 
 
Please contact the Human Resources Department if you have any questions about this no tobacco use policy.  
Complaints about violations of this policy may be filed under the complaint resolution procedure. 
 

 

 

 

 

 

 

 

 

http://www.texasworkforce.org/news/efte/smoking_breaks.html


EASTER SEALS CENTRAL TEXAS 

ORGANIZATIONAL SYSTEMS MANUAL 

 
Department: Management     Effective Date:  November 1, 

2004 

Subject: Volume II.D.2    Policy #:     315 

  Human Resources Policies and Procedures 

  Workplace Violence 

 
A. Standards 

All Staff and Trainee Positions 
Easter Seals Central Texas expressly prohibits any acts or threats of violence by any employee or former 
employee against any other employee, client, volunteer, or visitor in or about the facilities of Easter Seals 
Central Texas or elsewhere at any time.  Easter Seals Central Texas prohibits anyone from carrying 
firearms, concealed or otherwise, into any building or portion of a building on the property of Easter Seals 
Central Texas, or any other building or portion of a building at any site where Easter Seals Central Texas 
business is performed.  Further, employees are prohibited from carrying firearms while engaged in any 
Easter Seals Central Texas business.     
 
Effective September 1, 2011, an employer may continue to prohibit employees from possessing a firearm on 
the "premises" of the employer's business. The term "premises" is defined by Section 46.035(f)(3) of the 
Texas Penal Code as a building or portion of a building. "Premises" does not include a driveway, street, 
sidewalk, walkway, parking lot, parking garage, or other parking area.  Therefore, storing a lawfully 
possessed firearm in his or her vehicle while parked in an Easter Seals Central Texas parking lot is 
permitted in accordance with SB 321 as long as the employee holds a concealed handgun license (CHL) in 
accordance with Chapter 411 of the Texas Government Code or otherwise lawfully possesses a firearm. 
In keeping with our commitment of employee safety, Easter Seals Central Texas is committed to the 
following: 
 

1. To provide a safe and healthy work environment according to the safety policy contained in this 
Manual (see Policy 303). 

 
2. To take prompt remedial action against any employee, volunteer, family member, contractor, vendor 

or visitor, who engages in any threatening behavior or acts of violence or who uses any obscene, 
abusive, or threatening language or gestures by immediately escorting or having the violent person 
(s) escorted off of the premises.  For employees exhibiting the aforementioned behavior, they will be 
disciplined, up to and including immediate discharge. 

 
3. To take appropriate action when dealing with employees, individuals we serve, volunteers, former 

employees, or visitors to Easter Seals Central Texas facilities who engage in such behavior.  Such 
action may include notifying the police or other law enforcement personnel and prosecuting 
violators of this policy to the maximum extent of the law. 

 
4. To prohibit employees, former employees, individuals we serve, volunteers, and visitors from 

bringing unauthorized firearms or other weapons into an Easter Seals Central Texas building or 
portion of a building.   

5. To establish viable security measures to ensure that the facilities of Easter Seals Central Texas are 
safe and secure to the maximum extent possible and to properly handle access to these facilities by 
the public, off-duty employees, and former employees.  Employees must notify Human Resources in 
the event of any lost keys to Easter Seals Central Texas’ facilities, or upon separation of 
employment, keys must be returned to the Human Resources Department. 

 



Any employee who engages in violent, abusive, or threatening behavior, or who otherwise engages in 
behavior that Easter Seals Central Texas, in its sole discretion, deems offensive or inappropriate will be 
immediately discharged and Easter Seals Central Texas retains the right to contact law enforcement. 
 
Employees have a “duty to warn” their Supervisor, the Human Resources Department, or the office of the 
President and CEO of any suspicious workplace activity/situations, or incidents that they observe or are 
aware of and involve other employees, former employees, individuals we serve, volunteers, or visitors that 
appear problematic.  This includes but is not limited to, threats or acts of violence, aggressive behavior, 
offensive acts, threatening or offensive comments or remarks.  Employee reports made pursuant to this 
policy will be held in confidence to the maximum possible extent.  Easter Seals Central Texas will not 
condone any form of retaliation against any employee for making a report under this policy.  Easter Seals 
Central Texas reserves the right to investigate possible violations of this policy and to search all work areas 
and personal belongings on property. 
 
Employee Responsibility 

Employees will report all violent incidents immediately to their supervisor and or manager at the time.  
Timeliness of reporting is critical. 
 
All employees will cooperate with internal investigations as well as law enforcement agencies in dealing 
with workplace violence incidents. 
 

Supervisory or Management Responsibility 
a. Take necessary action to resolve the violent behavior.  
b. Insure the victims have received necessary medical treatment, if appropriate  
c. Contact local law enforcement agencies, if appropriate.  
d. Facilitate the removal of the offender from the premises.  
e. Notify the President and CEO as soon as the situation allows.  
f. Complete an Accident/Incident Report.  

 

The President and CEO upon learning of a violent incident, will review the incident to determine 
whether it was handled properly.  

 
Workplace Violence Training: 

Employees will receive workplace violence training at least annually. 
 
I have reviewed the workplace violence policy and understand the above statements. 

 

 

Employee Signature       Date 
 
 
Witness Signature       Date 
 




